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Thirteen  column  Burrouglis 
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Prints  month,  day  and  amount  for 
Monthly  Statements 


®oo®®®oo 

00®®®Q0 

OOO00OO 

oo®®®oo 

(Deo®®®eeo 

oo®®®oo 

oe®®®oe 

0O©®®©O 

(D'OOOOOOOO 

Seven  column  machine 
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To  add  fractions  in  eighths 
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Seventeen  column  Burroughs 


A  Burroughs  to  Fit 
Your  Business  Needs 


FROM  our  long  line  of  more  than  seventy  different 
styles  and  sizes  of  Burroughs  may  be  selected  a 
machine,  or  equipment  of  machines,  that  will  meet  the 
needs  of  your  business. 

In  every  important  city  is  located  a  Burroughs  repre- 
sentative who  will  be  pleased  to  submit  one  or  more  of 
the  different    models    for   your   inspection.      This 
will  of  course  be  entirely  at  our  expense  and  with- 
out obligation  on  your  part. 

Our  Department  of  System  Service  is  maintained  for  the 
purpose  of  assisting  business  houses  in  solving  their  problems 
and  in  applying  the  Burroughs  to  lessen  the  labor  and  expense 
of  handling  office  accounting  and  detail.  This  service  is  free 
to  you  whether  or  not  you  own  or  contemplate  owning  an 
adding  machine. 

Department  of  System  Service 

Burroughs  Adding  Machine  Company 

Detroit,  Michigan,  U.  S.  A. 


On  this  page  is 
shown  a  few  of 
the  keyboards  of 
Burroughs  Ma- 
chines. The  thir- 
teen, fifteen  or 
seventeen  col- 
umn Burroughs 
are  often  split  in- 
to several  sec- 
tions, like  several 
machines,  each 
one  operating  by 
itself,  yet  all  un- 
der one    control. . 
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'pHE  BURROUGHS  is  essential- 
ly an  adding  and  listing  ma- 
chine*but  as  wider  fields  for  its  use- 
fulness have  been  developed,  it  has 
been  found  so  well  adapted  to  do  so 
many  different  things  in  account- 
ing work,  that  it  has  earned  the 
name  "  Burroughs  Bookkeeping 
Machine".They  are  madein  differ- 
ent sizes  with  six,  seven,  nine, 
eleven,  thirteen,  fifteen  and  seven- 
teen columns  of  keys.  Printing 
carriages  are  built  to  accommo- 
date paper  21^*:%  10iM2i'  and  18* 
w/ide.  Built  with  electric  drive  if 
desired.  Can  be  equipped  for  add- 
ing and  listing  dollars  and  cents- 
feet  and  inches-fractions  of  i,  »,  i';, 
3*2,  A-hours  and  minutes-tons  and 
hundred  weights-dates  and 
amounts.  May  have  split  and 
normal  device  for  dividing  key- 
board into  i^jvo  or  more  sections, 
for  adding  and  listing  two  or  more 
sets  of  figures  at  one  operation. 
Can  be  equipped  \vith  shuttle  or 
cross  tabulating  carriages  for 
automatically  listing  and  adding 
across  a  sheet  or  form  in  two  or 
more  columns.  May  be  built  with 
two  sets  oftotal  wheels, toaccum- 
ulate  two  separate  totals  at  the 
same  time.  Will  print  one  or 
more   carbon   copies   as    desired. 
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Fifteen  column  machine 
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The  Burroughs  Bookkeeping  Machine  in  the 
Creamery  and  Dairy  Business 

Prevention  of  error  is  much  more  satisfactory  to  both  patron  and  proprietor  than  correcting  of  them  and  offering 
apologies  after  the  errors  have  been  made.  The  use  of  the  Burroughs  will  reduce  fault-finding  and  dissatis- 
faction. It  will  smooth  out  wrinkles  that  are  caused  by  overwork  and  the  consequent  errors.  These  were 
an  integral  part  of  the  old  way  of  doing  things;  but,  because  unnecessary,  they  have  no  place  in  the  new. 


■^rOT  many  years  ago  when  you  desired 
•^^  to  communicate  with  your  neighbor  or 
with  a  customer  in  another  city,  it  was 
necessary  either  to  make  a  trip  to  convey 
the  information  or  to  wait  for  the  slow 
process  of  sending  a  letter  and  waiting  for 
an  answer.  Now  you  merely  step  to  the 
telephone  and  are  at  once  connected  with 
the  party  to  whom  you  wish  to  speak,  and 
in  a  few  seconds  is  accomplished  what 
previously  took  hours  or  even  days.  It 
is. only  a  short  time,  too,  since  the  writing 
of  letters  was  a  long  laborious  task,  much 
dreaded  by  business  men  and  one  which 
took  the  major  portion  of  the  time  of  the 
ijusiness  man  and  his  clerks.  Now  the 
same  matter  is  dictated  to  the  stenographer 
or  a  business  phonograph  and  the  matter 
is  forgotten  until  the  letters  are  presented 
for  signature. 

The  Old  Methods 

Only  a  few  years  ago  the  farmer,  after 
milking  time,  would  place  his  milk  in  the 
coolest  place  available  for  the  cream  to 
rise,  after  which  it  was  skimmed  off,  al- 
lowed to  stand  until  properly  soured,  when 
it  was  placed  in  the  old  fashioned  dash 
churn  and  if  conditions  were  favorable 
the  expenditure  of  much  time  and  labor 
brought  forth  a  small  roll  of  inferior  but- 
ter which,  after  being  properly  worked  in 
the  old  fashioned  butter  bowl  and  salted 
by  guess,  was  conveyed  by  the  farmer  to 
the  country  store  and  exchanged  for  what 
it  would  bring  in  groceries  and  other  neces- 
sary articles.  In  those  days  the  farmer 
fed  to  his  cows  whatever  refuse  he  hap- 
pened to  have  with  an  occasional  feed  of 
grain  or  chop,  his  idea  being  that  any- 
thing that  was  not  lit  for  the  other  stock 
about  the  place  should  be  fed  to  the  cow. 


The  New  Methods 

Now  the  farmer  gives  the  matter  of  feed 
careful  study,  seeing  that  his  cows  receive 
the  kind  and  quantity  of  food  calculated  to 
get  the  best  results  in  milk  production. 
The  milk  is  carefully  weighed  and  tested, 
the  cream  is  separated  by  modern  ma- 
chinery and  sold  to  the  creamery,  whose 
business  it  is  to  manufacture  it  into  butter. 
In  order  to  secure  the  best  of  results  the 
creamery  man  equips  his  plant  with  the 
most  modern  butter  making  machinery, 
employs  experienced  trained  help  and  as  a 
result  produces  high  grade  butter  which 
brings  the  top  of  the  market.  This  gath- 
ering of  cream  from  farmers  from  over  a 
wide  territory,  all  of  which  is  weighed  and 
tested  and  for  all  of  which  an  accurate 
accounting  must  be  made,  must  of  necessity 
require  the  extensive  handling  of  figures 
and    accounting  details. 

The  Burroughs  Methods 

It  is  onl_\'  a  few  years  since  all  figures 
were  handled  mentally  and  the  long,  labor- 


ious task  of  adding  long  columns  of  fig- 
ures, first  up  and  then  down,  to  make  sure, 
was  dreaded  by  the  bookkeeper  and  busi- 
ness man,  but  man's  ingenuity  coupled 
together  with  the  absolute  necessity  for 
better  methods  to  handle  more  figures  and 
handle  them  more  accurately,  has  changed 
conditions  in  this  respect  as  well  as  in 
others.  Banks  were  probably  the  first  to 
learn  that  human  machines  make  mistakes 
and  that  the  adding  of  figures  was  mechan- 
ical work  and  therefore  employed  a  ma- 
chine to  do  this  brain  racking,  gray-hair 
producing  work. 

The  machine  employed  to  accomplish 
these  results  was  the  Burroughs  Adding 
and  Listing  (Bookkeeping)  Machine.  The 
employment  of  the  Burroughs  in  making 
all  calculations  guarantees  that  all  the  fig- 
ures you  put  into  your  books  are  correct. 
It  will  let  you  go  home  on  time,  avoiding 
a  lot  of  worry  and  hard  work,  looking  for 
errors  that  should  not  have  been  made. 
It  jIso  avoids  disputes  with  patrons  and 
apologies  for  errors. 


Large  and  Small  Creameries 


TT  is  our  desire  to  make  this  folder  help- 
■^  ful  to  those  interested  in  the  milk  trade 
whether  the  establishment  be  large  or 
small.  We  wish  to  show  some  of  the  ideas 
of  the  large  handlers  of  cream  and  milk 
and  the  improved  methods  they  have  of 
handling  their  figures.  We  desire  also  to 
show  a  sufficient  number  of  uses  for  some 
of  our  lower  priced  machines  to  interest 
the  small  and  medium  sized  creamery  and 
dairy  and  milk  dealer,  since  the  proprietor 
frequently  does   his  own   bookkeeping   and 
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has  great   need   for  a   Burroughs  to   assist 
liiin  in  this  work. 

There  is  no  economy  in  refusing  to  pur- 
chase a  machine  to  handle  these  figures  if 
you  are  devoting  time  to  making  these 
calculations  that  could  be  profitably  spent 
otherwise.  Man's  mind  was  made  to  plan 
and  not  to  do  machine  work.  The  adding 
machine  is  made  expressly  for  the  purpose 
of  handling  figures  and  does  it  much  more 
rapidly  and  accurately  than  can  the  most 
expert  mathematician. 
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POUNDS  MILK  OCTOBER 

DAY 

A. 30    A.   M.,,, 

11.30    A.  M.o. 

4.30    p.   M.J,, 

11.30    P.  M-o, 

'1^ 

TOTAL             ;■; 

1 

1  5[4 

1  1 

2 

1  0 

0 

1  2 

8 

4  9 

4 

2 

1  416 

1  0 

4 

■  1  1 

6 

1  2 

2 

4  8 

8 

3 

1  4|4 

1  0 

0 

1  2 

0 

1  1 

8 

48 

2 

4 

1  5,0 

1  1 

4 

1  1 

0 

1  2 

6 

5  0 

0 

5 

1  4 

6 

1  0 

6 

1  1 

8 

12 

2 

4  9 

2 

6 

1  4 

4 

1  0 

2 

1  1 

5 

1  3 

4'- 

4  9 

5 

7 

1  4 

2 

1  2 

8 

1  0 

0 

1  3 

0 

5  0 

0 

8 

1  5 

2 

8 

2 

1  3 

2 

1  2 

4 

4  9 

0 

9 

1  3 

8 

9 

0 

1  2 

2 

1  2 

0 

4  7 

0 

1  0 

1  4 

2 

1  0 

0 

1  2 

2 

1  1 

6 

4  8 

0 

1  1 

14 

0". 

1  0 

0 

1  1 

6 

1  2 

0 

4  7 

6 

1  2 

1  4 

4/- 

1  0 

2 

1  4 

4 

■     9 

0 

4  8 

0 

1  3 

1  4 

2  •' 

1  0 

3 

1  2 

0 

1  1 

6 

4  8 

1 

1  4 

1  4 

4 

1  0 

0 

1  1 

8 

1  2 

0 

4  8 

2 

1  5 

1  4 

2 

1  0 

2 

1  2 

0 

1-1 

7 

4  8 

1 

1  6 

1  5 

2 

9 

8 

1  3 

2 

1  1 

0 

4  9 

2- 

1  7 

1  4 

6 

9 

6 

1  2 

2 

1  2 

0 

4  8 

4 

1  8 

1  4 

4 

1  0 

2 

1  2 

0 

1  2 

2  ■ 

48 

8 

1  9 

14 

2 

9 

4 

1  2 

5 

1  1 

8 

4  7 

9 

2  0 

1  5 

4 

9 

6 

1  1 

6 

1  1 

5 

4  8 

1 

2  1 

1  4 

6 

1  0 

0 

1-1 

0 

1  1 

6 

4  7 

2 

2  2 

1  4 

2 

1  0 

0 

1  1 

6 

1  1 

2 

4  7 

0 

2  3 

1  4 

2 

1  0 

8 

1  2 

0 

1  1 

0 

4  8 

0- 

2  4 

1  4 

4 

1  0 

0 

1  1 

6 

1  1 

4 

4  7 

4 

2  5 

1  4 

0 

1  0 

2 

1  1 

8 

1  2 

0 

4  8 

0 

2  6 

1  4 

2 

1  0 

6 

1  1 

2 

1  1 

0 

4  7 

0 

2  7 

1  4 

5 

1  0 

2 

1  1 

8 

1  2 

0 

4  8 

5 

2  8 

1  4 

0 

8 

0 

1  2 

0 

1  2 

0 

4  6 

0 

2  9 

1  4 

4 

1  0 

0 

1  1 

8 

1  1 

6 

4  7 

8 

3  0 

1  4 

6 

1  0 

0 

1  1 

0 

1  1 

0 

4  6 

6 

3  1 

1  4 

0 

1  0 

2 

1  2 

0 

1  2 

0 

4  8 

2 

Tot  A  L 

4  4  7 

9* 

3  13 

1  ^:= 

3  6  6 

6- 

3  6  5 

6  " 

14  9  3 

2  - 

The  American  Guernsey 
Cattle  Club 

'T^  HE  Guernsey  Cattle  Club,  with  headquarters 
■^  at  Peterboro,  N.  H.,  owns  three  Burroughs 
Machines.  The  particular  use,  aside  from  regu- 
lar bookkeeping,  is  in  the  addition  of  their  ad- 
vanced register  work.  The  accompanying  illus- 
tration shows  record  of  milkings  for  October 
and  a  grand  total  of  milk  for  the  month.  At 
the  bottom  of  the  page  is  shown  yearly  sum- 
mary of  the  pounds  of  milk,  the  average  percent 
of  butterfat  and  the  pounds  of  butterfat.  The 
machine  may  be  used  in  making  any  kind,  of 
tabulated  reports  such  as  these,  and  would  be  of 
inestimable  value  to  any  dairy  man  who  desires 
to  keep  records  regarding  the  production  of  his 
herd. 


Petertoro.  N.  H. 

April  3.  1911 

Burroughs  Adding  Uachlne  Co. 
Detroit,  Bloh. 

Regarding  the  work  which  the  Bur- 
roughs Machines  do  in  our  office,  I 
would  say  that  aside  from  the  "book- 
keeping work,  which  is  similar  to  that 
in  any  office,  we  use  them  in  the 
addition  of  our  Advanced  Register  work. 
In  fact,  that  is  their  greatest  use 
in  the  office.   We  have  the  monthly 
milk  records  sent  in,  which  must  toe 
added,  and  then  also  the  yearly  com- 
pleted records. 

To  keep  our  work  rightly  up-to-date, 
we  have  to  toe  running  with  three  ma- 
chines every  day. 


Most  truly  yours 


-*<^ 


Secy.  4  Treas. 


YEARLY  MILK  AND  BUTTER  FAT  RECORD 

M 

L      K 

PER   CENT 

BUTTER    FAT 

June 

190S 

16  0  5 

5  0 

4 

7  6 

7  6 

4  2 

July 

15  6  2 

7  0 

5 

5  3 

8  6 

4  2 

Aug. 

14  12 

7  0 

5 

6  8 

8  0 

2  4 

Sept 

> 

14  7  1 

6  0 

6 

4  1 

9  4 

3  3 

Oct. 

14  9  3 

2  0 

6 

8  1 

10  1 

6  9 

Nov. 

10  7  5 

9  0 

5 

5  3 

5  9 

5  0 

Dec. 

10  0  5 

3  0 

6 

8  4 

6  8 

7  6 

Jan. 

i9iq 

9  3  6 

3  0 

7 

1  3 

6  6 

7  6 

Feb. 

8  11 

4  0 

5 

9  5 

4  8 

2  8 

Mar. 

9  4  1 

9  0 

5 

2  4 

4  9 

3  6 

Apr. 

10  8  5 

9  0 

5 

6  7- 

6  1 

5  7 

May, 

116  0 

0  0 

5 

7  7 

6  6 

9  3 

Tota] 

L 

14  5  6  2 

4  0- 

5 

9  4  ■' 

8  6  C 

2  6  - 

The  Meridian  Creamery 

THE  Meridian  Creamery  of  Meridian,  Calif., 
have  an  excellent  method  of  keeping  a  rec- 
ord of  cream  purchased  and  for  this  work  use 
a  number  9  Split  and  Normal  Burroughs  with 
the  key-board  split  between  the  6th  and  7th 
columns. 

This  system  not  only  enables  them  to  keep 
an  exact  record  of  all  cream  purchased  and 
churned,  but  keeps  in  a  systematic  manner  all 
of  the  information  they  desire  concerning  the 
operations  of  their  business. 

Cream  Receipts 

As  each  consignment  of  cream  comes  in,  the 
receiving  clerk  at  the  creamery  issues  a  receipt, 
showing  the  name,  address  of  the  patron  and 
the  numlier  of  pounds  of  cream.  He  also 
checks  whether  the  consignment  was  received  by 
boat,  wagon,  patron  or  stage.  A  sample  is  re- 
tained from  each  lot  of  cream  taken  in  and  a 
test  for  butter-fat  is  made.  With  a  computation 
table,  the  pounds  of  butter-fat  in  each  lot  is  as- 
certained and  entered  under  the  heading  "butter- 
fat pounds."  At  the  end  of  the  day  the  original 
receipts  are  removed  from  the  book,  separated 
and   mailed   to  the  creamery  office. 
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1  1  4/f 

3  4  4 

3  5  0 

3  5  4 

3  5  0 

3  6  6 

3  2  0 

3  3  6 

3  5  4 

3  4  8 

3  5  0 

3  5  0 

3  3  2 

3  4  0 

3  5  4 

3-2  2 

3  2  0 

5  4  9  0  * 

2  8^f 

5  4  9  0 

5  4  9  0 

5  4  9  0 

5  4  9  0 

5  4  9  0 

5  4  9  0 

5  4  9  0 

5  4  9  0 

5  4  9  0  0 

5  4  9  0  0     " 

15  3  7  2  0- 

2.1  % 

15  3  7  2 

15  3  7  2 

15  3  7  2 

15  3  7  2 

15  3  7  2 

15  3  7  2 

15  3  7  2 

15  3  7  2  0 

15  3  7  2  0 

4  1|5  0  4  4  * 

DAILY   CREAM    RECEIPTS 


CREAMERY 


DATE 


1  6,  4  6 


4  7  0 

1 


CREAM     RECEIPT 


1.1  9 
1.3  1 
1.1  8 
1.0  9 

1.0  7 
.8  0 

4.1  2 
.2  3 
.1  7 

2.9  6 
1.3  0 
1  .0  6 


SUNDRIES 


2  8 

3  1 


2 
2 
3 
4 
2 
2 
2 
3 
3 
3 


BUTTER-FAT 


1 


3  3.3  2 

4  0.6  1 
2  5.9  6 

2  9.4  3 

3  3.1  7 
2.8  0 
9.4  8 

6.6  7 

4.7  6 
9  1.7  6 

4  1.6  0 
3  1.8  0 


3 
1 


BUTTER  SUNDRIES 


4 


6 


.5  0 


.6  0 


No. 


MERIDIAN    CREAMERY 


MERIDIAN,  CAL.,- 


J91- 


FROM 


CREAM,    LBS. 

TEST 

BUTTER-FAT,    LBS. 

PRICE 

AMOUNT 

CHARGES 


BOAT 
WAGON 
PATRON 
STAGE 


EXPRESS 

BUTTER 

SUNDRIES 

AMOUNT 

Received  by_ 


Illustration  of  how  the 
Burroughs  is  used  to  figure 
the  account  of  patron  No. 
114.  The  pounds  of  cream 
are  first  added  and  the  total 
multiplied  by  the  average 
test,  2.8.  This  will  give  the 
pounds  of  butter  fat,  which 
is  multiplied  by  the  price, 
27'',  giving  the  amount 
due   the    patron,    $41.50. 
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.6  1 
.8  0 
.4  0 
.7  9 

1.1  7 

1.2  2 
1.1  1 

4  0  .8  2  ^'^ 


3  3 

2  0  .1  3 

2  5 

2  0  .0  0 

4  0 

1  6.0  0 

2  5 

1  9  .7  5 

3  6 

4  2  .1  2 

2  6 

3  1 .7  2 

2  4 

2  6  .6  4 

L,  2  3  1 .0  6 

2 
6 


3  2 


.2  5 


.4  0 
.8  0 


4  .7  0  ''- 
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.  1,  2  5  0  .1  0 

1,  2  5  0  .1  0 

1,  2  5  0  .1  0 

1,  2  5  0  .1  0 

1,  2  5  0  .1  0 

1  2,  5  0  1 .0  0 

1  2,  5  0  1 .0  0 

1  2,  5  0  1 .0  0 

4  3,7  5  3.5  0 


Cream  statement  ^  No.  D- 

FROM 

Meridian  Creamery 

MERIDIAN,   CAL. 

TO       Smith  &  Company, 

Sutter   City,    Cal . , 


11425 


By  cream   Delivered 


May   26,    1911 


Date 


1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

11 

12 

13 

14 

15" 

16 

17 

18 

10 


Charge 


4 
4 


0 
2 
2 
0 
0 
2 
0 
2 
0 
2 
2 
0 
0 
2 
4  0 
2 


4 
4 


Cream.  Lbs 


3.4  0 

3.2  8 

3.3  4 
3.0  4 

3.0  3 

3.1  1 
2.8  9 

2.7  4 

3.4  0 

3.2  8 

3.3  4 
3.0  4 

3.0  3 

3.1  1 

2.8  9 
2.7  4 


Test 


2 
2 
2 
2 
2 
2 
2 
2 
2 
2 
2 
2 
2 
2 
2 
2 


Butler  fat 


8  5.0  0 
8  5.2  8 
7  3.4  8 
7  6.0  0 
7  5  .7  5 

7  4.6  4 

8  0.9  2 

7  3.9  8 

8  5.0  0 
^  5.2  8 

7  3.4  8 
7  6.0  0 
7  5.7  5 

7  4.6  4 

8  0,9  2 
7  3.9  8 


Price 


Amount 


Meridian  Creamery 


DATE 


Butter   F»t    Pmoi 


625 

05 

35 

150 

- 

301 

01 

218    77 

52    50 

105    35 


150 
225 


Lbs.        Amount 


SuNDHiES  Chech 


280 
175 


1  60  215  37 


1  00 


48  25 
103  10 


29 
30 

31 


,„,„        |336    :       4  9.6  6- 

1,|2  5  0.1  0  ■' 

=     .3  5  ^^ 

4  3  7  .5  4  * 

DEDUCTIONS. 

EXPRESS   ON    CREAM 

BUTTER    BOUGHT         8         LBS. 

.35 

2.80 

CREDITED   TO   ACCOUNT 

SUNDRIES      1C6 

1.60 

3.40 

CHECK 

ENCLOSED 

434.14 

A.  L.  LuNDV.  Pres.                                        S.  H.  Greene,  Sec.                                J.  A.  SiLveiR*,  Tre«s 

Western  Creameries  Company 

INCOnPORATED 

SAN    FRANCISCO   OFFICE,   53-57  CALIFORNIA  ST. 
CREAMERY,    BENICIA,   CAL. 
In  Account  With 

M 

Rec"d      Cream,  Lbs.         Test 

BuJfer  Fat.  Lbs.  * 

Price     1                          Amount 

1 

1       119      25          29. 7  5 

2       126      25          31. 5  0 

3       118       28           33. 0  4 

411729          33. 9  3 

5       112      30          33. 6  0 

6      115      30          34. 5  0 

7       107      30          32. 10 

8       112      29          32. 4  8 

912227          32. 9  4 

10      122      28          34. 16 

11       100      34           34. 0  0 

12       107      30          32. 10 

13       110      30          33. 0  0 

14      110      30          33. 0  0 

15       113      30          33. 9  0 

1710                   494.0  0"f30 

it               14  8  2  0* 

LESS  CHARGES 

EXPRESS 
HAULING 

BUTTER               Lbs. 

Check  herewith 

1 

SAN   FRfliMr.ic;r.r>    rAi 

1 

Paying  Patrons  for  Cream 

At  the  close  of  a  period  for  which  pay- 
ment is  to  be  made,  a  statement  of  each 
patron's  account  is  made  up.  See  Cream 
Statement  on  page  six. 

The  printed  dates  1  to  31  on  this  form 
are  spaced  to  correspond  with  the  spacing 
on  the  adding  machine  and  a  number  9 
S&N  Burroughs  is  set  at  split.  The  charges 
and  pounds  of  cream  are  then  entered  in 
the  first  column  opposite  the  proper  dates 
and  total  printed  in  the  proper  position  at 
the  bottom  of  the  sheet.  The  machine  is 
then  set  at  date  and  the  carriage  is 
shifted  to  print  in  the  "test"  and  "butter- 
fat"  columns  and  these  items  are  listed 
opposite  the  proper  dates.  The  carriage  is 
then  shifted  to  the  stub  of  the  duplicate 
statement  where  the  pounds  of  butter-fat 
are  multiplied  by  price  to  be  paid,  in  this 
case  .35c.  It  is  again  shifted  to  the  price 
and  amount  column  and  these  items  printed 
as  a  total. 

The  statement  is  then  removed  from  the 
adding  machine  and  placed  in  a  typewriter 
where  the  name  of  the  customer,  his  ad- 
dress and  the  period  covered  are  filled  in; 
also  deductions  as  shown  in  the  "charge" 
column  and  the  net  amount  of  the  check 
to  be  enclosed. 

The  form  labeled  "cream  receipts"  is 
then  made  up  entering  under  the  proper 
headings  the  number  of  the  patron,  the 
name,  the  total  pounds  of  cream  or  milk, 
butter- fat,  price,  amount,  deductions  for 
hauling,  butter  or  sundries  and  amount 
of  check.  The  various  columns  are  then 
added,  thus  giving  a  summary  of  all  pat- 
rons' accounts  and  a  footing  of  this  sheet 
should  check  with  a  summary  of  the  totals 
appearing  on  the  daily  cream  receipts 
sheets  and  the  total  butter-fat  on  this  sheet 
multiplied  by  the  price,  if  the  price  on  all 
purchases  were  the  same,  should  produce 
the  total  shown  in  the  amount  column. 
The  footings  of  the  three  deductions  col- 
umns taken  from  the  amount  column 
should  agree  with  the  footing  of  the  check 
column. 

Western  Creameries  Company 

A  NOTHER  form  of  statement  that  has 
■**■  some  advantages  is  that  used  by  the 
Western  Creameries  Co.  of  San  Francisco, 
Calif.  This  form  is  made  up  on  a  15 
Bank  Variable  Split  Machine  the  same  as 
is  used  on  the  cream  route  proof  sheet 
of  the  Schlosser  Creamery  Co.,  page  8. 
On  this  statement  pounds  of  cream,  the 
test,  and  pounds  of  butter- fat  are  listed 
at  one  operation  of  the  machine,  a  total 
being  secured  only  of  the  pounds  of 
cream  and  pounds  of  butter-fat.  This  is 
multipied  on  the  machine  by  the  price  and 
the  amount  entered  on  the  proper  line  in 
the  Bmount  column.  After  this,  any  deduc- 
tions for  express,  hauling,  or  butter  are 
made  and  the  net  amount  of  the  check 
recorded. 

The  Western  Creameries  Co.  has  this 
statement  made  up  in  roll  form,  each 
statement  being  torn  off  as  finished  after 
which  the  name  and  address  of  the  patron 
is  inserted  either  by  hand,  with  an  address- 
ograph  or  with  a  typewriter. 


pase    levec 


Cream 

ROUTE  PROOF  Sheet 

SCHLOSSER    CREAMERY    CO. 

PRICE  GR.                                         2   6 
PAYMENT  NO.                               ^    ^ 

H.  SEP.                            2   7  -it              STA 

Dri 

ROUTE  NO.             1  .9   1  -//-               Fr  c 

TinN           New   Bethel 

H.    J.    Willsev 

.M                3/1/10 

TO      3/13/10 

NAME 

CREAM 

BUTTER 
FAT 

AMOUNT 

EXTRA 

TOTAL 

GRAVITY                  - 

3  2.9  5 

>;- 

2  4  .6  0 

W.    M.    Woods 

9  7  0 

13  9 

3.6  1 

3  0.7  0 

R.    H.    Toon 

5  5  5 

18  9 

4.9  1 

1  9.3  5 

H.    M.    Kegley 

3  2  5 

7  1 

1.8  5 

V.    L.    Swearlnger 

7  3  0 

18  1 

4.7  1 

1  0  7  .6  0  * 

Noble  Myers 

17  5 

2  4 

.6  2 

HAND  SEP.              * 

John  Myers 

10  4  0 

2  8  9 

7.5  1 

2  4.2  0 

Frank  Wallace 

5  4  5 

15  8 

4.1  1 

1  6.7  5 

Wm.    Rhode 

3  5  0 

10  4 

2.7  0 

2  3.4  5 

Edd   Sutherland 

4  4  5 

111 

2.8  9 

1  5.9  0 

W.    P.    Cummins 

5  2  0 

16  1 

4.1  9 

W.    G.    Brooks 

2  15 

7  4 

1.9  2 

8  0  .3  0  - 

Sam  Smith 

12  0 

3  4 

.8  8 

BUTTER  FAT           - 

Chas.    Burton 

12  15 

2  7  1 

7.0  5 

1  6.4  0 

Ben  Lantz 

6  3  0 

17  4 

4.5  2 

1  2.4  5 

Noah   Bolander 

117  0 

2  8  1 

7.3  1 

1  7.0  1 

Chas.    Hlttle 

6  5  0 

2  2  8 

5.9  3 

1  0.1  2 

John  Wilson 

5  0  5 

14  7 

3.8  2 

Albert   Hendricks 

4  5  5 

116 

3.0  2 

5  5  .9  8  - 

John  Leubkeman 

14  5 

7  4 

1.9  2 

2  8.2  6 

10  7  6  0 

2  8  2  6 

7  3.4  7 

'1^ 

2  8.2  6 

2  8.2  6 

*                  2  8  .2  6 

H.    J.    Wlllsey 

16  8  5 

6  3  0 

1  7..0  1 

3  1 

1  7.3  2 

2  8  .2  6 

E.    A.    Willsey 

3  4  0 

119 

3.2  1 

3.2  1 

2  8.2  6 

E.    S.    Hensley 

9  6  0 

3  0  7 

8.2  9 

8.2  9 

2  8  2  .6  0 

Chas.    Klasing 

■12  9  5 

4  4  4 

1  1.9  9 

2  2 

1  2.2  1 

2  8  2  .6  0 

Edd  Andrews 

7  0  0 

15  9 

4.2  9 

4.2  9 

Chris   Hause 

8  4  5 

3  2  3 

8.7  2 

8.7  2 

7  3l4.7  6  * 

Chas.    Deerberg 

4  7  0 

18  8 

5.0  8 

5.0  8 

=1^ 

Wm.    Rode 

2  4  0 

6  8 

1.8  4 

1.8  4 

2  7.7  2 

Will   Brooks 

16  0 

42 

1.1  3 

1.1  3 

2  7.7  2 

Sam   Smith 

2  8  0 

79 

2.1  3 

2.1  3 

2  7.7  2 

Isaac  Hittle 

6  6  5 

2  19 

5.9  1 

5.9  1 

2  7.7  2 

John  Loebkeman 

3  9  0 

19  4 

5.2  4 

5.2  4 

2  7.7  2 
2  7.7  2 

8  0  3  0 

2  7  7  2 

7  4.8  4 

=:=          5  3 

7  5.3  7 

"=                  2  7  .7  2 

10  7  6  0 

2  8  2  6 

7  3.4  7 

7  3.4  7 

2  7  7  .2  0       . 
2  7  7  .2  0 

18  7  9  0 

5  5  9  8 

1  4  8  .3  1 

-          5  3 

1  4  8  .8  4 

7  4  8  .4  4  * 
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Cream  Route  Proof  Sheet 
Schlosser  Creamery  Co. 

ANOTHER  method  of  keeping  track  of 
cream  gathered  on  various  routes  is 
shown  by  the  accompanying  form  of  the 
Schlosser  Creamery  Company  of  Indian- 
apolis, Indiana.  They  use  a  15  Bank  Vari- 
able Split  Machine  for  this  work,  entering 
the  pounds  of  cream,  butter-fat  and 
amount  at  one  operation  of  the  machine. 

On  this  particular  route  a  part  of  the 
cream  gathered  is  "hand  separated"  and  the 
remainder  is  "'gravity  separated,"  so  that 
it  is  necessary  for  these  to  be  handled 
separately  since  a  higher  rate  is  paid  for 
the  gravity  separated  cream. 

After    the    butter-fat    of    each    class    of 


cream  is  determined  it  is  multiplied  on  the 
machine  by  the  price  and  this  amount 
checked  with  the  footing  of  the  amount 
column  under  each  classilication  of  cream. 

Monthly  Station  and  Route 
Report 

'  I  "•  H  E  Columbus  Cream  Company,  of 
■^  Columbus,  Nebraska,  uses  a  Burroughs 
for  making  up  a  monthly  report  of  cream 
gathered  or  shipped  at  each  station  or  on 
each  route.  The  days  of  the  month,  the 
number  of  cans  shipped  and  the  pounds  of 
butter-fat  are  all  entered  with  one  opera- 
tion of  the  machine.  If  preferred,  how- 
ever, the  blanks  may  have  the  days  of  the 


month  1  to  31  printed  in.  In  that  case  it 
would  be  necessary  to  skip  any  days  when 
no  creeam  was  shipped  or  gathered. 

These  items  are  taken  from  the  fac- 
tory's daily  reports  of  the  cream , received, 
weighed  up  and  tested.  The  4th'  and  5th 
columns  of  figures  are  taken  from  the  sta- 
tion's daily  report,  the  difference  in  the 
butter- fat  being  the  overrun  or  shortage 
for  the  month.  The  total  of  the 
amount  column  is  carried  forward 
and  listed  in  the  last  column  oppo- 
site "patrons,"  indicating  that  this  is  the 
amount  paid  to  patrons  of  this  station  or 
route.  To  this  is  added  commissions, 
wages,  rent,  drayage,  express,  coal  and  sup- 
plies, thus  giving  the  total  cost  of  main- 
taining the  station  or  route  for  the  month. 


COLUMBUS    CREAM    CO. 

STATION     f 

RECORD     FOR     MO 
AGENT 

NTH     OF 

STATION 

FACTORY 

STATION    AND    AS    PAID 

TOTAL 

COST 

DAY 

CANS 

BUTTER     FAT 

BUTTER     FAT 

AMOUNT 

-o 

1 

6 

12  10 

12  0  0 

2  4  0  0 

Patrons 

3  6  3  4  4 

2 

3 

8  7  6 

8  7  6 

17  5  2 

Commission 

3  6  3  4 

4 

7 

13  3  0 

13  2  0 

2  6  4  0 

Wages 

5 

4 

10  0  4 

10  10 

2  0  2  0 

Rent  &  Drg. 

12  3  5- 

6 

8 

2  12  2 

2  111 

4  2  2  2 

Express 

16  8  0 

7 

3 

6  6  4 

5  8  8 

117  6 

Coal 

12  5  0 

8 

4 

8  8  3 

8  7  0 

17  4  0 

Supplies 

5  0  0 

9 

4 

6  4  4 

6  5  4 

13  0  8 

1  0 

9 

2  2  10 

2  2  0  0 

4  4  0  0 

1  2 

1 

2  3  4 

2  3  2 

4  6  4 

1  3 

1 

12  3 

12  4 

2  4  8 

1  4 

1 

3  4  5 

3  4  3 

6  8  6 

1  5 

1 

2  2  2 

2  12 

4  2  4 

1  6 

1-7 

6  6  5 

6  5  6 

13  12 

1  7 

o 

4  4  3 

4  4  2 

8  8  4 

1  8 

1 

3  3  4 

3  3  2 

6  6  4 

1  9 

1 

2  2  4 

2  2  4 

4  4  8 

2  0 

1 

2  13 

2  13 

4  2  6 

2  2 

1 

3  4  5 

3  4  3 

6  8  6 

2  3 

2 

6  6  4 

6  6  5 

13  3  0 

2  4 

2 

3  3  5 

3  2  4 

6  4  8 

2  5 

3 

5  4  0 

5  6  0 

112  0 

=o 

2  6 

1 

3  4  7 

3  4  7 

6  9  4 

2  7 

2 

4  5  2 

4  5  4 

9  0  8 

2  8 

3 

6  6  0 

6  7  0 

13  4  0 

2  9 

2 

4  4  1 

4  5  3 

9  0  6 

3  0 

2 

4  3  1 

4  2  5 

8  5  0 

3  1 

2 

3  2  1 

3  2  4 

6  4  8 

8  0 

18  2  8  2s 

18  17  2 

3  6  3  4  4s 

2  1 

•//- 

110  0V[ 

R 

1  e 

J  8  0 

18  2  8  2- 

18  2  8  2 

3  6  3  4  4=:= 

4  4  6  4  3=:= 
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COLUMBUS  CREAM  COMPANY 


LEDGER   FOR   MILK  A 


ROUTE    1 

li      2 

1 

3 

4 

5 

6 

7 

' 1 

8 

BlacK,    Jas.    G. 

4  5 

6  0 

5  6 

3  5 

5  0 

7  0 

6  0 

White,    Roht.    C. 

2  3  4 

2  3  2 

2  3  2 

2  3  2 

2  3  2 

2  3  2 

2  3  1 

Shaw,    C.    0. 

8  9 

8  9 

18  0 

8  8 

17  5 

6  7 

James,    A.    B. 

7  6 

7  6 

14  5 

7  6 

7  8 

7  7 

7  6 

Snow,    C.    D. 

3  4  5 

3  4  5 

6  7  0 

3  4  0 

3  4  0 

3  4  0 

3  4  0 

Rogers,    E.    F. 

3  5 

3  5 

6  7 

4  5 

4  5 

4  5 

4  5 

=o 

Schllz,    G.    H. 

12  3 

12  2 

2  4  3 

2  5  3 

14  5 

14  5 

Philllpps,    I.    J. 

4  6 

4  6 

12  3 

5  6 

5  5 

4  6 

5  6 

Miller,    K.    L. 

4  5 

4  4 

5  6 

5  6 

•  4  5 

5  6 

5  6 

Johnson,    M.    N. 

12  4 

12  2 

12  4 

13  3 

13  4 

12  2 

13  4 

Graves,    0.    P. 

2  3  4 

2  3  5 

4  5  6 

2  3  4 

2  3  3 

2  4  4 

2  2  2 

Thompson,    Q.    R. 

4  6 

4  4 

19  9 

6  7 

12  3 

12  2 

12  3 

Jones,    D.    T. 

3  1 

2  3 

6  6 

3  3 

3  8 

3  9 

4  0 

Robinson,    U.    V. 

5  5  5 

5  6  7 

112  3 

6  6  6 

6  7  7 

5  9  9 

6  8  9 

ROUTE    2. 

2 

5 

7 

9 

1  1 

1  3 

1  5 

Williams,    A.    B. 

9  8  0 

9  8  6 

8  8  8 

8  8  8 

8  8  9 

8  8  7 

8  6  7 

Campbell,    C.    D. 

5  5  4 

5  5  4 

5  5  5 

5  5  6 

5  5  7 

5  5  2 

5  5  3 

Burns,    E.    F. 

2  4  0 

2  3  3 

2  4  4 

2  5  5 

2  4  5 

2  3  3 

2  2  1 

Ernst,    G.    H. 

9  9 

8  9 

9  8 

12  3 

14  3 

15  6 

9  8 

Miller,    I.    J. 

2  8  3 

2  4  5 

3  4  5 

2  3  4 

14  2 

13  5 

Reed,    K.    L. 

14  5 

14  4 

13  4 

14  3 

13  4 

13  2 

14  4 

Thompson,    M.    N. 

3  4  5 

3  4  4 

3  3  3 

3  4  3 

3  4  5 

2  3  4 

2  3  3 

Williams,    0.    P. 

13  4 

12  2 

111 

9  9 

8  9 

8  7 

7  8 

STATION    1. 

1 

2 

3 

4 

5 

6 

7 

8 

Jenkins,    L.    C. 

3  4  5 

3  4  5 

Jenks,    A.    M. 

2  3  2 

2  3  3 

=o 

Gray,    C.    A. 

18  9 

13  3 

14  4 

Murray,    L.    E. 

12  2  2 

Burk,    F.    0. 

2  3  4 

Douglas,    L.    E. 

7  5 

6  7 

7  6 

7  8 

Stevens,    A.    C. 

13  4 
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Chicago  Cold  Storage  Company, 

Chicago,  111 . , 


BOUGHT  OF  JACOB    MARTY 

MANUFACTURERS  OF  AND  WHOLESALE  DEALERS  IN 

SWISS,     BLOCK,     BRICK      AND      LIMBURGER      CHEESE 


Forty  cases  of  Block  Swiss. 
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MANAGER. 
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Voucher  Check 

TN  paying  off  patrons  the  Columbus 
■^  Cream  Company  uses  a  voucher  check. 
The  voucher  part  of  the  check  is  so  ar- 
ranged that  the  value  of  the  cream  for  each 
day  is  entered  opposite  the  proper  day  of 
the  mpnth  and  a  sub-total  of  these  amounts 
is  taken,  from  which  is  subtracted  on  the 
machine  the  charges,  if  any,  against  this 
patron,  thus  leaving  the  net  amount  of  the 
check  to  be  issued,  in  the  machine.  The 
platen  is  turned  until  this  amount  will 
print  opposite  the  dollar  sign  on  the  check, 
where  a  total  is  taken.  This  makes  an 
error  in  filling  out  the  amount  of  the 
check  next  to  impossible  since  the  amount 
of  the  check  is  printed  direct  from  the 
machine  where  the  various  amounts  are 
added.  The  remainder  of  the  check,  of 
course,  will  be  filled  in  either  with  a  pen 


or  with  a  typewriter.  The  statement  part 
of  the  voucher  check  is  perforated  and  may 
be  torn  off  and  retained  by  the  customer, 
the  various  items  giving  him  an  opportun- 
ity to  check  up  each  day's  sale  of  cream. 

Other  Uses 

The  machine  is  also  used  for  general 
office  work,  such  as  making  bank  de- 
posit slips,  making  monthly  statements  of 
charge  accounts  proving  the  "churning  rec- 
ord," all  station  and  route  reports  and,  in 
fact,  using  the  machine  for  handling  all 
office  detail  involving  figures. 

Making  Invoices 

'T^ HE  Burroughs  Split  and   Normal  Ma- 

-*•     chine  is  used   by  Jacob  Marty,  cheese 

manufacturer,     for     making     invoices     of 

cheese.     The   accompanying  invoice  is    for 


40  cases  of  cheese  and  shows  gross  weight, 
tare  and  net  weight,  price  and  amount. 
Wherever  items  on  the  invoice  may  be 
designated  by  numbers  or  where  gross 
weight  and  tare  are  to  be  recorded,  the 
Burroughs  is  a  great  saver  of  time  and 
labor  in  making  invoices. 

Selling  Milk  at  Retail 

npo  keep  accurate  accounts  with  custom- 
■^  ers  and  to  keep  an  exact  check  on 
drivers  are  two  problems  that  have  been 
difficult  of  solution  for  nearly  every  milk 
distributor.  The  chief  difficulty  is  in  hand- 
ling the  figures  necessary  to  keep  a  check 
on  each  driver  each  day.  It  is  merely  a 
question  of  handling  figures  and  the  Bur- 
roughs has  assisted  a  large  number  of 
firms  engaged  in  selling  milk  to  the  con- 
sumer in  solving  these  problems. 

The  accompanying   form  is   made  up  on 
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a  No.  9  Burroughs  Split  and  Normal  Ma- 
chine aiid  is  a  complete  report  of  the  sales 
of  route  No.  20  for  the  month  of  Febru- 
ary, 1911.  This  form  is  made  up  from  the 
daily  driver's  reports  and  enables  the  milk 
merchant  to  compare  the  work  of  the 
drivers  from  month  to  month,  and  also 
.shows  him  whether  the  sales  on  this  par- 
ticular route  are  growing  or  falling  off. 
The  driver  who  knows  that  the  business 
of  his  route  is  being  carefully  watched  and 
compared  with  previous  records  and  with 
the  records  of  other  drivers,  will  make  a 
greater  effort  to  make  a  creditable  show- 
ing than  he  would  make  if  no  check  what- 
ever was  kept  upon  his  work. 

Driver's  Record 

CITY  D.\1RY  of  Toronto,  Canada,  have 
found  the  Burroughs  of  ^reat  assist- 
ance in  handling  every  part  of  their  office 
detail  involving  figures,  but  especially  in 
keeping  the  accounts  of  their  drivers  prop- 
erly checked  and  up-to-date.  The  accom- 
panying form  is  a  driver's  route  card,  with 
the  different  quantities  of  milk  and  cream 
that  are  sold  printed  in ;  also  the  price  at 
which  each  kind  or  quality  is  sold. 

These  cards  are  printed  on  tag  board 
stock,  the  originals  being  double  spaced  for 
the  adding  machine,  making  the  entire 
card   si:s   by  twelve  inches. 

The  card  is  placed  in  the  adding  machine 
and  the  value  of  the  sales  of  each  kind 
of  milk  or  cream  extended  into  the  last 
column,  a  total  of  which  gives  the  total 
to  be  accounted  for  by  the  driver  for  the 
day.  The  tickets  turned  in  are  totaled  to- 
gether with  the  amount  of  cash  turned 
over  by  the  driver.  This  is  subtracted 
from  the  total  amount  to  be  accounted  for 
which  should  give  the  amount  of  outstand- 
ing accounts  for  this  driver  for  the  day. 
To  enable  the  operator  to  extend  the 
amounts  readily,  a  chart  is  made  up,  show- 
ing the  amount  of  money  represented  by 
any  number  of  tickets  at  the  different 
prices.  A  glance  at  the  table  will  enable 
him  to  get  the  proper  amount  to  insert 
in  the  machine.  These  tables  may  be  read- 
ily made  up  on  the  machine,  covering  the 
prices  of  any  retail  milk  dealer  and  ex- 
tended to  provide  for  any  number  of  tick- 
ets desired.  Illustration  of  table  together 
with  letter  of  explanation  on  following 
page. 
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Driver's  Record.    The  original  card  is  arranged  for  double  spacing,  being  6'  by  12' 


Position  5. 

999999999999999 

Add                                        Add                           \ 

Position  4. 

9999  9  9999999999    ^ 

Not  Add                                     Add                             \^ 

Position  3. 

999999999  9|9  9999 

Add                          Add                      Add                ^^v^^ 

Position  2. 

999999  9|9  9999999 

Not  Add             Add                              Add                       ^""^^ . 

Position  1. 

999999999999999^ 

Not  Add                                        Add 

Position  0. 

999999999999999  _ 

Add                                         Add 

Above  diagram  suggests  some  of  the  many  different  column  arrangements  that 
maybe  secured  on  a  fifteen  column  Burroughs  when  equipped  with  "variable  split 
device."  By  moving  the  lever  to  one  of  the  numbered  positions  the  keyboard  splits 
for  that  position  become  effective,  and  all  other  splits  are  inoperative. 

The  9,  11,  13  and  17  column  machines  may  also  be  equipped  with  this  device. 
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May  29th,  1911 

Burroughs  Adding  Machine  Co. 

Gentlemen: - 

The  Burroughs  adding  and  listing 
machine  is  used  with  marked  auccesa  in 
many  different  ways  in  our  office.  We 
use  it  like  many  other  firms  for  adding 
Voucher  records,  Purchase  sheets.  Cash 
Books  and  Reports;  but  we  wish  to 
illustrate  and  explain  the  use  of  one 
machine  that  works  continually  from  8 
o'clock  in  the  morning  until  6  in  the 
evening  on  what  is  known  as  Route  Cards. 


A  Route  Card  is 
the  fifty-four  dri 
and  Special  Delive 
take  a  driver  for 
card  he  is  charged 
he  takes  out .  He 
returns,  and  the  di 
amount  he  sold.  0 
the  card  he  is  ere 
tickets  and  cash  p. 


made  out  for  each  of 
vera,  five  atores, 
ry,  each  day.  We  will 
example:  On  his  route 

with  all  the  product 
is  credited  with  his 
fference  shows  the 
n  the  lower  half  of 
dited  with  redeemed 
aid  into  the  office. 


The  first  column  on  the  route  card 
with  the  heading  "Out"  is  made  up  in  the 
office,  the  amount  heing  copied  from 
the  driver's  order  slip.   The  cards  are 
then  sent  to  the  checker,  who  checks  in 
the  returns  of  each  driver  and  copies 
the  amounts  from  the  return  slip  into 
the  column  headed  "Back. "   He  also  ex- 
tends the  amount  sold  into  "Sold"  column. 

The  driver  signs  his  card,  thereby 
acknowledging  the  same  to  be  correct,  and 
together  with  his  redeemed  tickets  and 


B.  A.  U.  Co. 

cash  he  turns  his  card  over  to  the 
Cashier.  Now  it  is  ready  for  the  Assist- 
ant Cashier  and  his  assistant,  the 
"Burroughs  Adding  Machine." 

We  made  a  unique  and  original  ad- 
dition to  the  Burroughs  Machine  in  the 
form  of  a  standard  or  rack  set  up  on  two 
knobs  on  each  side  of  the  case.  This 
rack  holds  a  framed  multiplication 
table  of  our  prices,  so  when  the  oper- 
ator inserts  his  card  in  the  machine  he 
only  haa  to  look  at  his  table  for  the 
amount,  press  the  keys  on  the  machine 
and  pull  the  handle.   When  he  haa  ex- 
tended the  cash  values  of  the  product 
and  printed  the  same,  he  registers  a 
sub-total,  adds  in  the  sheet  tickets 
and  registers  a  grand  total.   Then  the 
redeemed  tickets  and  cash  are  added  and 
total  printed--the  difference  between 
the  two  totals  shows  the  amount  out- 
standing. All  the  cards  are  now  added 
together  and  totals  are  copied  to  a 
recapitulation  sheet  and  thia  shows  our 
total  sales  for  the  day. 

This  is  a  very  brief  and  hurried 
description  of  our  system  in  this  one 
department .  but  we  want  to  say  that 
before  we  put  in  the  Burrougha  Adding 
Machine  thia  work  of  the  Asaiatant 
Cashier  was  tedious,  uninteresting  work 
and  a  great  deal  of  time  waa  lost  in 
finding  mistakes. 

Wishing  the  Burrougha  a  continuance 
of  their  wonderful  achievements,  we 
remain,  a  pleased  and  satisfied  customer, 

CITY  DAIRY  CO.,  LIMITED 
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Burroughs  System  Service 


SOMEWHERE,  there  is  a  concern  in  your 
own  line,  which  has  devised  an  excellent  way 
of  handling  some  detail  peculiar  to  your  business, 
a  short-cut  to  save  time  and  money,  a  safeguard 
to  insure  accuracy  in  handling  your  accounts. 

Our  department  of  System  Service  has  col- 
lected these  ideas,  reduced  them  to  their  simplest 
form,  reproduced  them  in  facsimile,  showing 
headings,  rulings,  every  detail  of  their  use — and 
a  complete  explanation  plainly  written  by  those 
who  thoroughly  understand  the  application  of  our 
machines,  in  terms  your  bookkeeper  will  under- 
stand. 

If  you  address  an  inquiry  to  the  department  it 
will  be  promptly  and  carefully  answered,  with 
the  best  information  at  our  command.  Forms 
illustrating  the  work  outlined  will  be  sent  when- 
ever possible. 

There  is  no  charge  for  this  service,  it  places 
you  under  no  obligation.  The  department  is 
only  too  glad  to  show  any  business  man  how  he 
may  find  a  profitable  use  for  the  Burroughs.  A 
large  part  of  its  work  is  carried  on  by  mail,  with 
correspondents  in  all  parts  of  the  world,  who 
write  for  and  give  suggestions  as  to  the  use  of  the 
Burroughs  in  various  lines  of  business. 


When  you  have  looked  into  the  matter,  you 
may  wish  to  try  the  machine  and  the  short-cut 
ideas  in  the  actual  work  of  your  office,  store,  or 
factory.     Such  a  trial  will  cost  you  nothing. 

An  examination  of  the  machine  in  connection 
with  your  own  work  is  satisfying  as  to  ho'w 
much  or  how  little  it  will  free  you  or  your  office 
assistants  from  the  drudgery  of  mental  calcula- 
tion, and  whether  or  not  it  will  afford  more  time 
for  handling  of  large  affairs,  and  preparing  for 
the  growth  of  business. 

Machines  are  available  in  seventy-five  branch 
offices,  and,  at  your  request,  one  will  be  deliv- 
ered to  you,  express  paid  and  without  obligation 
on  your  part.  If  you  wish  it,  a  Company  repre- 
sentative, with  knowledge  of  the  simple  and 
economical  handling  of  office  detail,  will  explain 
how  the  machine  may  be  adapted  to  your  pres- 
ent work.  Should  you,  after  investigation,  decide 
not  to  purchase  at  present,  the  machine  will  be 
returned  to  our  branch  office,  all  expense  being 
ours,  and  we  will  feel  under  obligation  to  you  for 
having  examined  it.  Again  at  a  later  time,  if  you 
wish,  when  there  is  a  rush  of  work,  a  machine 
can  be  submitted  for  your  use,  and  possibly  with 
the  knowledge  gained  by  its  previous  use,  you 
may  find  the  need  for  it  in  your  business. 


In  several  booklets  and  folders  we  have  treated  different  machines  and  different  uses 
and  have  explained  them  in  detail.  Below  we  give  a  partial  list  of  our  more  repre- 
sentative booklets  and  folders.     Any  of  them  will  be  gladly  sent  you  upon  request: 


Cost  Keeping  Short-Cuts 

One  hundred  and  ninety-two  pages'  with  illustrations,  of 
interest  to  the  manufacturer,  on  the  subject  of  costs. 

A  Better  Day's  \A^ork 

A  book  of  one  hundred  and  ninety- two  pages,  with  illustrations, 
of  how  retailers,  wholesalers  and  manufacturers  of  today  are  using 
Burroughs  machine  methods  with  a  corresponding  saving  of  time, 
worry  and  expense,  over  the  old  hand  method. 

Monthly  Statements 

Showing  examples  of  monthly  statements  to  customers  that 
are  being  used  by  proprietors  of  retail  stores,  department  stores, 
manufacturers,  wholesalers  and  jobbers.  Examples  are  shown  as 
made  by  various  types  of  the  Burroughs  machines  for  listing 
month,  date,  with  special  characters  to  describe  goods,  invoice 
numbers,  weights,  amounts  and  prices;  also  for  securing  trial 
l>alance  of  customer's  ledger  at  same  time  statements  are  made. 

Department  Stores 

Illustrated  by  examples  of  work  in  actual  use  by  different  de- 
partment stores  who  compile  their  many  figures  by  use  of  the  Bur- 
roughs Bookkeeping  machine. 

Grain  and  Hay  Business 

Contains  examples  of  work  done  on  the  Burroughs  bookkeeping 
machine  by  proprietors  in  the  grain  and  hay  trade,  who  desire  the 
most  economical  way  of  figuring  weights  and  prices  ot  grain  and 
hay.  inventories,  recapitulation  of  sales,  tally  sheets,  invoices  and 
statements. 


Lumber  Business 

Showing  the  use  of  the  adding  and  listing  machine  for  mills, 
yards,  camps,  builders,  architects  and  contractors. 

The  Coal  Mine 

An  outline  of  the  way  in  %vhich  a  coal  mine  is  at  the  present 
time  compiling  practically  the  whole  of  their  records  by  the  use  o! 
the  Burroughs  bookkeeping  machine.  This  includes  the  handling' 
of  the  accounts  of  the  company's  store,  the  miners'  houses,  weights 
and  amounts  paid  for  coal  mined,  cribs,  yardage,  dues  and  sub- 
scriptions, wage  computing  tables  and  miners'  statements. 

Laundries 

Explains  how  the  Burroughs  is  being  used,  and  the  most  up-to- 
date  method  of  handling  laundry  lists,  drivers'  routes,  collections 
and  batches. 

Wholesalers  and  Jobbers 

Descriptions  and  illustrations  of  forms  showing  how  users  of 
the  Burroughs  are  applying  the  machine  to  their  work  in  the  whole- 
sale and  jobbing  business. 

Pay  Rolls 

Full  description  of  pay  roll  forms  now  being  made  out  on  Bur- 
roughs Machines  by  concerns  in  many  different  lines  of  business. 

General  Uses  of  the  Burroughs 

This  presents  the  general  uses  of  the  adding  machine  in  busi- 
ness. Shows  hand  vs.  machine  methods,  proving  of  ledger  postings, 
trial  balance,  recapitulation  of  sales,  bank  deposits,  handling 
petty  cash,  checking  invoices,  figuring  discounts.  This  is  a  piece 
of  printed  matter  that  is  very  full  of  interest  to  every  business  man. 


Department  of  System  Service 

Burroughs  Adding  Machine  Company 

Detroit,  Michigan,  U.  S.  A. 


488-10M-8-ll-Speaker-17302 


The  Burroughs 

Bookkeeping  Machine  for 

Goal,  Coke  and  Ice  Dealers 


i        UNIVErtSlTY 
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ISSUED   BY  THE  DEPARTMENT  OF  SYSTEM   SERVICE 

Burroughs  Adding  Machine  Company 

Detroit,  Michigan,  U.  S-  A. 
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The  New  Burroughs  Bookkeeping  Machine 

THE  Burroughs  is  essentially  an  adding  and  listing  machine ;  but  as  wider 
fields  for  its  usefulness  have  been  developed,  it  has  been  found  as  well 
adapted  to  do  so  many  different  things  in  accounting  work,  that  it  has 
earned  the  name  "Burroughs  Bookkeeping  Machine,"  for  with  it  annoying, 
brain  fagging  details  can  be  handled  with  ease  and  dispatch.  Our  new 
machines  with  the  new  features,  which  are  the  latest  developments  of 
mechanical  genius,  are  the  means  of  eliminating  the  drudgery  of  keeping  books. 

They  are  made  in  different  sizes  with  six,  seven,  nine,  eleven,  thirteen, 
fifteen  and  seventeen  columns  of  keys.  Printing  carriages  are  made  to 
accommodate  paper  21^",  lOj",  124"  and  18'  wide.  Built  with  electric 
drive  if  desired.  Can  be  equipped  for  listing  and  adding  dollars  and  cents, 
feet  and  inches — fractions  of  quarters,  eighths  and  sixteenths — hours  and 
minutes,  tons  and  hundred  weights,  dates  and  amounts.  Will  add,  multi- 
ply, subtract  and  divide,  carry  totals  of  each  operation  for  a  grand  total. 
Has  stationary,  shuttle  or  cross  tabulating  carriages  as  desired.  Can  be 
equipped  with  special  keys  to  print  abbreviated  descriptions,  which  are 
sometimes  necessary  in  the  wholesale  business. 

The  thirteen,  fifteen  or  seventeen  column  Burroughs  are  often  equipped 
with  variable  split  device  which  can  be  set  to  split  the  keyboard  into  several 
sections,  making  it  possible  to  list  and  add  a  different  set  of  items  in  each 
section  like  several  machines,  each  one  operating  by  itself  yet  all  under 
one  control. 


Nine  column  Duplex  with  keyboard 
split  lor  dates  or  numbers. 
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Fifteen  column  Duplex,  split  to  add  six  columns  of  figures. 
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Seven  column  Burroughs 


Regular  thirteen  column  Burroughs,  spilt  Into  t\vo 
sections  to  list  numbers  or  amounts. 


Fifteen  column  Duplex  Statement  Machine,  split  for 
quantities  and  amounts. 
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Burroughs  Bookkeeping  Machines 
For  Coal,  Coke  and  Ice  Dealers 


Showing  the  use  of  the  adding  machine  for 

Figuring  cost  of  handling  Coal  and^Ice. 

Recapitulating  sales  by  grade  and  routes. 

Figuring  Payrolls. 

Checking  Invoices. 

Making  monthly  Statements. 

General  Bookkeeping  Work. 

EVERY  BUSINESS  MAN  is  interested  in  obtaining  more  de- 
tailed information  about  his  business,  especially  when  the 
additional  information  is  procured  with  an  actual  saving  in 
time  and  expense. 

It  is  a  remarkable  fact  that  the  large  majority  of  failures  in  the 
Coal,  Coke  and  Ice  business  have  been  the  direct  result  of  lax  methods 
of  keeping  books  and  the  absence  of  detailed  information  so 
necessary  to  a  manager. 

The  purpose  of  this  folder  is  to  set  forth  the  ways  in  which  some 
people  in  your  line  of  business  have  solved  the  problem  of  handling 
the  accounting  end  of  their  business  ^most  efficiently  and  with  the 
least  expenditure  of  time  and  work. 

The  methods  illustrated  have  been  proved  out  and  are  now  in  use 
by  successful  business  houses.  The  ideas  are  passed  along  to  you  with 
the  hope  that  they  may  help  you  in  your  business. 

Kindly  understand  that  lack  of  space  allows  us  to  show  only  a 
limited  number  of  forms.  They  may  not  in  all  respects  be  applicable 
to  your  particular  work.  However  the  general  principles  apply  and 
you  will  doubtless  be  able  to  see  how  they  could  be  adapted  to  your 
present  system.  If  we  can  be  of  any  assistance  to  you  along  these 
lines  w  e  are  at  your  service. 

We  maintain  at  the  Home  Office  a  complete  data  file  of  methods 
in  use  by  other  firms  in  your  line  of  business.  This  has  been  gathered 
from  letters  and  forms  sent  us  by  concerns  all  over  the  country.  This 
file  is  maintained  for  your  benefit.  The  information  it  contains  is 
yours  for  the  asking. 

Write  us  your  accounting  problems  and  we  will  suggest  ways  to 
overcome  them  without  revolutionizing  your  present  system. 
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INCOnPORATCO 


BENEDICT,  DOWNS    &,    CO 

SHIPPERS  OF* 

ANTRACITE  AND  BITUMINOUS  COAL 


John  T.  Manson.  Presi.lent 
R.  Wesley  Mills.  Jr..  Treasurer 
Herbert  T.  Morse.  Secretary 
Burton  R.  Dudley,  Asst.  Sec'y 


S2    CHURCH    STRCCT 


All  sales  subject  to  the  usual  con- 
ditii>ns  as  to  strikes,  deUys  In 
transpurtation   and   al!  causes  be* 

yond  our  control. 


NEW  Haven.  Comn.   April  g.  1910. 


The  Burroughs  Adding  Uachine  Co. , 
Detroit,  Mich. 

Oentlemen : - 

Replying  to  your  letter  of  Ifarch  26th,  we  are  glad 
to  give  you  any  information  which  will  aoaiat  you  in  the 
way  you  mention,  but  we  do  not  know  that  we  have  any 
short  cuts  or  systems  which  any  user  of  the  machine  in 
our  line  of  business  would  not  have.   However,  we  enum- 
erate below  some  of  the  various  uses  to  which  we  are 
putting  the  machine,  and  if  further  information  is 
desired  we  shall  be  glad  to  furnish  it. 

1.  Unking  statements. 

2.  Adding  the  11  columns  of  our  cash  book  which  in- 
cludes our  bank  aqcount,  as  we  use  no  check  books. 

3.  Balancing  cash. 

4.  Adding  ledger  accounts. 

5.  Taking  trial  balances. 

6.  Adding  pounds  and  tons. 

7.  Reducing  pounds  to  tons  by  division. 

0.  Figuring  all  bills  which  we  send  out  and  Invoices 
which  we  receive  both  in  weight  and  extension. 

9.  Tabulating  tonnage  of  various  kinds  of  coal. 

10.  Tabulating'  profits  of  the  different  salesmen's  work. 

11.  Listing  Invoices  for  payment  when  there  are  too 
many  to  write  on  check. 

In  these  various  operations  we  use  the  machine  for 
addition,  subtraction,  multiplication  and  division. 

Yours  truly, 

BENEDICT.    DOWNS   &   CO. .     IHC. 


G\  //.  PumielL 


Short  Cuts  in  Routine  Worlc 

The  checkine.  proving  and  tabulatinK  of  figures  tliat  were  formerly 
available  but  once  or  twice  a  year  are  now  accomplished  daily 


SPACE  will  not  permit  us  to  illustrate  many 
important  uses  commonly  employed  by 
our  present  users,  but  in  order  for  you  to 
fully  comprehend  the  range  of  uses,  we  have 
devoted  this  page  to  short  descriptions  of 
various  adaptations  which  have  proven  prac- 
tical. All  of  the  uses  mentioned  we  have 
illustrated  and  described  in  detail  in  special 
folders  which  will  be  forwarded  to  you,  no 
charge,  promptly  upon  receipt  of  your  request. 
When  writing  ask  for  General  or  Pay  Roll 
Folder. 

Daily  Proof  of  Posting 

THE  plan  employed  by  many  of  our  users 
consists  in  putting  a  small  colored  ticket, 
which  is  supplied  by  us  no  charge,  at  the 
page  to  which  an  item  has  been  posted. 
When  more  than  one  ledger  is  used,  the  foot- 
ings of  the  debit  and  credit  postings  are  taken 
off  of  each  ledger  onto  a  sheet  in  the  adding 
machine,  which  can  be  ruled  for  that  pur- 
pose. These  footings  should  compare  with 
the  total  credits  and  total  debits  for  that  day. 
When  no  journal  is  used  these  footings  can  be 
taken  directly  from  the  cash  received  record 
invoices  and  the  credit  memoranda  issued. 
If  the  footings  of  the  source  of  original  entry 
correspond  with  the  footings  of  the  proof  sheet 
the  ledger  is  considered  to  be  in  balance  and 
a  trial  balance  therefore  practically  becomes 
a  matter  of  copying,  as  the  amounts  have 
been  proved  daily. 

Some  concerns  who  have  a  large  number  of 
open  accounts  use  various  thin  markers  in 
four  colors  when  posting.  For  instance,  the 
G.  Chalmers  and  Co.,  Wholesale  General 
Merchandise,  of  St.  Paul,  Minnesota,  use  a 
red  ticket  for  debit  merchandise,  yellow  for 
credit  merchandise,  green  for  debit  cash  and 
blue  for  credit  cash.  This  enables  them  to 
go  through  each  one  very  easily  when  the 
proof  is  taken  off  from  the  ledger.  They  have 
their  proof  sheet  arranged  in  four  columns  to 
take  care  of  each  style  ticket,  and  the  footing 
is  posted  to  the  controlling  account  in  the 
general  ledger.  They  claim  that  with  this 
system  only  a  half  hour's  time  is  required  to 
take  a  balance  of  any  or  all  ledgers. 

Daily  Ledger  Balance 

■XXZITH  the  Burroughs  a  daily  balance  of 
•  •  the  ledger  has  been  made  most  prac- 
ticable. By  having  a  balance  column  in  the 
sales  ledger,  a  concern  can  in  this  way 
balance  each  day  the  same  as  the  bank  and 
do  it  in  a  very  short  space  of  time.  It  is  in 
reality  a  daily  trial  balance,  which  does  away 
entirely  with  taking  off  the  trial  balance 
monthly,  or  if  a  trial  balance  is  desired  it  is 
just  a  matter  of  a  few  minutes. 

Trial  Balance 

'  I  ■'HE  Burroughs  trial  balance  system,  proof 
■*-  of  posting  and  daily  ledger  balance 
systems  are  co-operative.  If  the  postings  have 
been  proven  every  day,  the  trial  balance  will 
be  correct  even  if  taken  only  semi-annually. 
The  writing  of  names  is  being  recognized 
throughout  the  country  as  unnecessary  labor. 
All  accounts  may  be  identified  by  numbers 
instead;  and  the  folio  number  and  debit  and 
credit  balance  listed  on  the  Burroughs  in  one 
operation.  We  have  a  special  folder  illustrat- 
ing many  different  kinds  of  trial  balance  sheets 
now  in  use.  This  will  be  sent  with  no  charge 
upon  receipt  of  your  request. 


Checking  Invoices 

THE  Union  Paper  &  Twine  Company  of 
Detroit  uses  a  nine  column  machine  for 
checking  invoices.  Their  system  is  very 
unique  in  the  respect  that  it  serves  a  double 
purpose,  viz.,  that  of  checking  the  invoices 
and  arranging  them  for  payment  on  the  dates 
which  will  secure  for  them  the  cash  discount. 
The  auditor  separates  the  invoices  into  groups 
to  be  paid  on  certain  dates.  As  he  knows 
what  obligations  the  firm  will  be  able  to  meet 
he  arranges  the  groups  into  sizes  accordingly. 
The  amovmts  are  run  off  on  the  adding  ma- 
chine and  the  slip  pinned  to  the  invoice  and 
filed  under  the  first  date  a  payment  is  to  be 
made. 

The  form  below  can  be  explained  as  fol- 
lows: The  first  two  symbols  are  clear  signals 
of  the  lower  and  upper  counters  of  the  duplex 
machine.  Figure  "6"  with  the  eliminating 
symbol  designates  the  month.  Figure  "9" 
with  the  eliminating  symbol  designates  the 
day  of  the  month  which  is  the  date  on  which 
the  invoices  are  to  be  pulled  from  the  files  and 
the  first  payment  made.  The  first  four  figures 
in  the  left  hand  column  are  the  dates  on  which 
the  items  were  billed.  A  transfer  total  is  taken 
of  this  group  of  items,  thus  retaining  the 
amount  in  the  other  half  of  the  adding  ma- 
chine. The  figure  "3"  in  the  left  hand  column 
is  the  per  cent  discount  to  be  deducted.  On 
the  9th  day  of  June  the  discount  is  figured  in 
long  hand  and  the  amount  paid.  The  book- 
keeper then  checks  the  next  day  on  which  a 
payment  is  to  be  made,  in  this  case  the  22nd 
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of  June.  By  taking  a  transfer  total  of  each 
group  a  grand  total  can  be  taken  when  the 
items  have  been  divided  and  printed  which 
should  prove  with  the  total  of  the  invoices. 

Petty  Cash 

'TPHE  Burroughs  Imprest  Cash  System  fur- 
•^  nishes  an  effective  check  against  loss 
through  carelessness  or  dishonesty  in  the 
handling  of  petty  cash,  gives  a  consecutively 
numbered  voucher  for  each  expense  item, 
simplifies  the  distribution  to  proper  accounts 
and  makes  it  possible  to  balance  petty  cash 
at  a  moment's  notice.  This  system  is  plainly 
illustrated  and  fully  described  in  our  General 
Folder.  We  will  be  glad  to  send  you  a  copy 
free  on  request. 

Voucher  Records 

TWrANY  firms  who  make  a  practice  of  dis- 
■*■»-»■  counting  all  or  nearly  ail  of  their  bills, 
have  discarded  the  purchase  ledger  of  all  bills 
as  received,  filing  them  in  an  indexed  file  for 
payment  before  expiration  of  the  discount 
period. 

By  the  use  of  the  Burroughs  equipped  with 
a  Split  and  Normal  keyboard,  this  work  can 
be  greatly  simplified,  as  the  voucher  or  check 
number  and  amount  can  be  listed  and  added 
in  one  operation. 

Freight  and  Cartage  Bills 

■^X/ITH  a  large  machine  or  a  No.  9  Duplex, 
•  •  freight  bills  and  cartage  can  be  added 
and  listed  daily  in  one  operation.  These  ma- 
chines can  also  be  used  advantageously  in 
checking  the  correctness  of  footings  and  ex- 
tensions on  freight  and  cartage  bills.  It  will 
save  time  and  insure  accuracy  in  verifying 
footings  of  these  accounts  in  the  general 
books. 

Pay  Rolls 

THE  Burroughs  pay  roll  machine  lessens 
the  work  where  the  time  keeping  system 
is  complicated  or  in  straight  time  keeping 
where  no  cost  department  is  maintained. 
We  will  be  glad  to  send  you  a  16  page  folder 
devoted  entirely  to  the  uses  of  the  Burroughs 
in  pay  roll  work  in  various  lines  of  business. 
The  pay  envelopes  can  also  be  run  through 
the  Burroughs,  the  workman's  number  be- 
ing listed  and  his  wage  listed  and  added. 
The  total  which  appears  on  the  adding 
wheels  and  all  of  the  envelopes,  when  thus 
prepared,  should  check  against  the  pay  roll 
sheet  and  against  the  amoimt  drawn  from 
the  bank. 
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DEPOSITED  BY 


Fairlle  &  Wilson  Coal  Co, 


Cash     In  safe 

1  6  2  .2  3 

Checks  ■'      ' 

9  1.2  5 

6.2  5 

6.3  0 

5.7  5 

1  4  .4  0 

8.0  0 

8.7  5 

1  5.5  0 

6  3  5  .1  8 

1  7  1 .2  9 

1  2.5  0 

1  6  8 .3  5 

1  6.7  0 

2  5.4  0 

7.2  5 

1  7  9  .8  0 

6.0  0 

10.00 

2  1.0  5 

2  4  2  .1  7 

Total  in  safe 

1  8  1  4  .1  2 

Bank  Bal.,  No.  1  9   5   8   3  .4   8 

BankBal.,No.2  1   4   0  0  .0  0 

Petty  Expense  Fund  3  .9  5 

DAILY  BALANCE  12801. 5    5     S 

Today's  disbursements      1   0  3   7  .4   6 

Total  1  3  8  3  9  .0  1  "- 

Yesterday's  Bal.  1   2   4    6    6  .7  7 

Checks  received  today  D  3    5  .1   8 

1  7  1 .2  9 

1  5  .5  0 

3  1  2  .4  7 

Cash  Items               "  2   3    7  .8  0 

Total  1  3  8  3  9  .0  1  "- 


n  National  Bank 

of  Newark,  N.  J. 

July    7th,    1911. 


Specie 

Bills 

Checks 

When  in  City,  stale  name 
of  Bank  :  out  of  City,  name 
of  place  where  payable. 


Dollars       Cents 


2  5.0  0 


2  5  0 .0  0 


2.5  0 

3.4  5 

4.5  6 

6.5  0 

1  0.0  0 

1  1.5  0 

1  2.0  0 

1  2.5  0 

1  5.0  0 

1  6.5  0 

1  7.2  5 

2  0.0  0 

2  5.0  0 

3  2.00 

3  4.5  0 

3  6.5  0 

3  7.7  5 

4  1.0  0 

4  5.0  0 

5  2.5  0 

6  5.7  5 

8  5.0  0 

9  1.2  5 

1  1  0  .2  5 

1  5  0  .0  0 

2  2  5 .5  0 

3  2  5 .0  0 

5  2  5  .0  0 

6  2  1 .3  3 

7  2  5 .4  6 

3,  6  3  5  .5  5 


Daily  Cash  Balance 

It  is  important  that  cash  be  balanced 
every  day.  This  plan  has  been  adopted  by 
all  up-to-date  and  well  regulated  business 
houses. 

The  form  illustrated  to  the  left  of  this  page 
shows  the  use  of  the  Burroughs  Adding 
Machine  in  this  work.  After  printing  the 
clear  signal,  the  first  item  printed  is  the  cash 
on  hand.  Next,  checks  in  safe  are  entered. 
A  sub-total  is  taken  giving  the  entire  amount 
in  the  safe.  This  total  being  retained  in  the 
machine  we  add  to  it  the  bank  balance.  In 
this  case  the  Fairlie  8s  Wilson  Coal  Com- 
pany have  two  bank  accounts,  necessitat- 
ing two  balances  to  be  entered  which,  to- 
gether with  the  cash  in  the  petty  cash 
drawer  will  give  the  Daily  Cash  Balance. 
The  balance  on  hand  yesterday  plus  the 
checks  and  cash  items  received  less  the  dis- 
bursements will  also  give  the  Daily  Cash 
Balance. 

To  prove  the  work  a  sub-total  is  taken  of 
Daily  Balance  and  to  it  added  Today's  Dis- 
bursements, and  a  total  printed,  which  checks 
against  Yesterday's  Balance  plus  Today's 
Receipts. 

This  record  can  be  made  on  a  regular 
printed  form  and  a  carbon  copy  if  desired. 

This  is  a  simple  use  of  the  adding  machine 
but  the  Fairlie  8e  Wilson  Coal  Company 
advises  that  it  not  only  gives  them  an 
accurate  daily  cash  balance  but  gives  it  to 
them  with  a  great  saving  of  time. 


The  Bank  Deposit  Slip 

The  possibility  of  making  errors  in  dupli- 
cate deposit  slips  has  been  entirely  eliminated 
by  the  use  of  a  Burroughs  Machine  making 
an  original  and  carbon  copy  of  the  bank 
deposit  slip. 

We  have  illustrated  on  this  page  a  form 
used  by  the  Fairlie  &  Wilson  Coal  Company, 
which  shows  very  nicely  the  use  of  the 
adding  machine  in  this  work.  The  name  and 
date  can  be  stamped  on  the  deposit  slips 
by  the  use  of  a  rubber  stamp.  This  company 
finds  that  they  can  use  the  Burroughs  to 
advantage  in  making  deposit  slips  where  it 
is  necessary  to  make  a  carbon  copy. 

In  cases  where  the  daily  bank  deposits 
are  made  up  of  a  large  number  of  items  it  is 
most  convenient  to  use  a  sheet  in  connection 
with  the  machine  and  add  and  list  the  items 
in  several  columns. 


Proving  of  Delivery  Tickets 

The  proving  of  delivery  tickets  is  a  tedious 
job  necessitating  absolute  accuracy  when 
done  mentally.  With  a  Burroughs  a  strip 
of  single  spaced  figures  three  yards  long  can 
be  added  by  merely  pulling  the  handle;  the 
items  can  be  printed  on  the  strip  with  one 
third  less  time  than  it  takes  to  list  the  figures 
in  long  hand.  In  both  the  ice  and  coal 
business,  the  proving  of  daily  delivery 
tickets  is  a  necessity,  consequently  a  machine 
is  a  great  time  saver. 


Tonnage  Records 


In  both  the  ice  and  coal  business  tonnage 
records  are  a  necessity.  With  a  Burroughs 
the  amoimts  which  are  generally  taken 
from  an  autographic  register  can  be  listed 
and  added  in  less  than  one  half  the  time 
ordinarily  required. 
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Daily  Report  Sales 


Date- 


Bituminous  Coal  (Bushels) 


Coke  (Pounds) 


Lump 


R.  of  M. 


Nut 


Slack 


Foundry 


Furnace 


Crushed 


.4  7 

.7  8 

.5  0 

.8  0 

.2  5 

.6  0 

.4  5 

.7  5 

.5  5 

.4  0 

.3  0 

.3  5 

2b 

.9  0 

.6  0 

.6  5 

.3  5 

.7  8 

.4  0 

.2  5 

6.0  1 

.5  5 

.6  5 

.5  0 

.5  0 

.3  5 

.5  0 

.4  5 

.2  5 

.6  0 

30 

1.2  5 

.2  0 

7.9  7  f 


7.2  6 


.10 

.2  5 

.3  0 

.15 

.4  5 

.2  5 

.5  0 

.10 

.3  0 

.15 

.2  0 

.4  5 

4.6  0  f 

2.5  7  it 

.4  4 
.3  6 
.5  0 
.6  5 
.3  8 
.6  6 
.7  8 
.7  5 
.2  5 
.4  5 
.7  6 
.6  8 
.4  4 
.5  5 
.2  5 
.7  5 
.8  0 
.4  5 
.6  0 
.3  2 
.6  0 
.4  0 


.3  4 

.2  5 

.3  6 

.2  4 

.3  8 

2  6 .3  1  T 

.4  4 

.5  0 

.6  8 

.3  0 

.2  5 

.8  0 

2.9  7  T 

2  9  .2  8  i: 

.3  9 

.9  1 

.6  7 

.3  4 

.9  8 

.0  2 

.4  0 

.6  0 

.8  5 

6.1  6 


3 
3 
2 
2 
3 
3 
2 
2 
2 
2 
2 
3 
3 
2 
2 
2 
2 
2 


1.0  0 
2.2  0 

8.5  0 

7.6  5 
0.2  5 

1.5  0 

4.6  0 

3.6  4 

8.7  8 

9.8  7 
6.6  6 
0.3  0 

1.5  0 

9.6  0 
8.4  5 

6.7  8 

7.8  8 

8.9  7 


5  1  8  .1  3  T 


2.5  0 
5.7  5 

8.6  0 
2.5  6 

4.7  5 

6.8  0 
3.5  0 


6  1 .4  4  f 


5  7  9  .5  7  1- 


2  9.5  0 

3  2.4  0 
3  1.5  0 

8.6  0 
2.3  0 

1.5  5 
.6  5 

0.2  5 

2.6  5 

1.5  0 

2.6  5 


2 
3 
3 
2 
3 
3 
3 
3 


3  0.1  0 

2  9.4  0 

3  2.60 

2  9.60 

2  8.9  0 

3  1.2  5 

2  9.5  0 

3  2.5  0 

2  7.6  8 

o= 


2  7  1  .5  3 


3  4  1 .5  5 


Daily  Report  of  Sales 

IN  order  to  keep  an  accurate  record  of  the 
various  grades  and  sizes  of  coal  and  coke 
shipped  and  received,  a  detailed  record 
with  many  entries  is  necessary.  The  Alex 
Black  Coal  Company  of  Pittsburg  has  worked 
out  a  form  similar  to  the  one  shown  on  this 
page,  which  when  completed,  is  a  concise 
statement  of  daily  sales  showing  the  totals  of 
the  various  grades  of  coal  and  coke  delivered 
and  sold  from  the  yards;  also  a  grand  total  of 
the  entire  day's  sales. 

Autographic  register  sales  slips  are  made 
out  for  every  load  of  coal  and  coke  leaving 
the  yards.  This  is  usually  done  by  the  weigh- 
nien  at  the  scales. 

When  the  day's  business  is  over,  the  sales 
slips  for  bituminous  coal  are  segregated  into 
four  divisions,  for  coke  into  three  divisions, 
etc.,  as  illustrated. 

The  work  in  getting  out  a  report  of  this 
kind  has  been  reduced  to  a  minimum  by  the 
use  of  a  Burroughs  Duplex  Machine;  with  it, 
carbons  can  be  made  for  office  or  branch 
office  records.     The  operation  is  as  follows: 

To  facilitate  the  handling  of  sales  slips  for 
nituminous  coal,  they  are  placed  on  the  metal 
shelf  on  the  left-hand  side  of  the  machine. 
The  bushels  of  "lump"  delivered  are  entered 
in  the  first  column  and  a  transfer  total  taken. 
Next  the  bushels  of  lump  sold  in  the  yards 
are  listed  and  a  transfer  total  taken.  The 
duplex  lever  is  then  shifted  to  lower  position 
and  by  pulling  the  handle,  a  grand  total  will 
be  printed  for  the  total  bushels  of  lump 
bituminous  coal  sold  that  day.  This  same 
operation  is  carried  out  for  the  other  grades 
of  coal  and  coke.  This  is  all  done  without 
the  necessity  of  re-adding  and  listing  any 
of  the  items  as  the  exact  totals  are  carried 
in  the  machine  and  printed  automatically. 
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MONTHLY  RECAPITULATION  OF  DAILY  REPORTS 

Date 


BITUMINOUS  COAL  (BUSHELS) 

COKE   (POUNDS) 

LUMP 

R.  OF  M. 

NUT 

SLACK 

FOUNDRY 

'      FURNACE 

CRUSHED 

1 

12.45 

6.0  1 

1  1.4  2 

6.1  6 

4  6  1 .2  8 

3  4  1 .5  5 

2  7  1 .5  3 

4.6  0  ■ 

1.2  5  ■ 

4.4  2  ■ 

3  9  .4  1  • 

2 

1  5.6C 
2.4  0  ■ 

4.0  0 
.7  5  ■ 

7.8  0 

6  4  1 .7  8 
2  2  4  .6  4  - 

1  0  1 .4  0 

3 

1  0.7  5 

8.10 

1  3.7  5 

5.4  0 

2  3  4  .0  0 

2  3  5 .6  0 

4 

3.3  5  f 

5.0  0  1 

3  6 .4  0  ■ 

5 

1  7 .7  5 
2.5  0  ■ 

9.5  0 

1  2  1 .4  0 

3  6  5 .5  0 

3  2  7 .8  0 

6 

1  1.6  0 

2.2  5 

1.7  5  5 

9.6  0 

8.5  5 

2  4  7 .8  0 

2  2  9  .7  5 

7 

8.7  0 
.5  0  - 

1  2.6  0 
4.9  0  r 

7.8  5 

2  3  4  .6  4 
2  7 .3  0  ■ 

8 

1  4.6  5 

4.3  5 

1  1.6  5 
6.10  ■ 

9 

9.8  0 
1.0  5  ■ 

7.8  0 

6.2  5 

1  1  4  .1  0 

1  2  2 .3  0 

2  3  4  .8  0 

10 

18.75 

1  3.2  5 

6.4  0 

1  4  6 .5  0 

29 

1  2.7  5 
1.6  0  ■ 

9.6  0 
.7  5  ■ 

3  2  8  .1  2 

-— -> -^ ^ 

30 

14.65 
2.2  5  ■ 

9.9  0 
3.8  0  ■ 

7.18 

3  1  4  .5  0 

31 

1  2  .7  5  ■ 

6.2  0 

1.3  5  ■ 

.7  5  ■ 

1  1  6  .7  5 

1  9  5  .2  5 

Y 

8  3  .5  0  s 

1  1 .6  5  s 

5  8  .2  6  s 

7  9  1 .9  0  s 

D 

3  4  1 .8  0  T 

1  2  8 .8  2  T 

1  9  8  .2  2  T 

9  7'.1  4  s 

3, 2  4  3  .9  2  T 

3,  6  8  4  .3  0  s 

3, 0  2  3  .4  1  s 

4  2  5 .3  0  ii- 

1  4  0 .4  7  z£ 

2  5  6 .4  8  25 

9  7 .1  4  -X- 

4, 0  3  5 .8  2  11 

3,  6  8  4  .3  0  -X- 

3, 0  2  3  .4  1  ¥- 

Monthly  Recapitulation  of  Sales  (Classified) 


A  MONTHLY  record  of  sales  such  as  is 
illustrated  above  is  one  of  the  most 
important  records  in  a  retail  coal  business. 
It  not  only  gives  all  information  in  regard  to 
the  quantity  of  the  various  grades  of  coal  and 
coke  sold  but  also  gives  information  which  will 
help  the  General  Manager  in  buying  to 
advantage — by  this  we  mean  if  he  is  paying 
for  coal  with  or  without  a  large  amount  of 
slack.  In  other  words  he  will  know  instantly 
whether  it  is  more  profitable  to  purchase 
coal  "run  of  mines"  and  separated  at  the 
yards  or  to  specify  the  quantity  of  certain 
grades.  This  record  can  also  be  used  as  a 
perpetual  inventory  as  the  sum  of  the  coal 
and  coke  delivered  and  sold  from  the  yards 
deducted  from  the  amount  in  the  yards  from 
last  inventory,  will  give  the  balance  on  hand. 
The  first  item  12.45  represents  the  amount 
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of  lump  bituminous  coal  delivered  on  the 
first  day  of  the  month.  This  is  printed 
from  the  upper  counter  of  the  duplex  ma- 
chine. The  second  item,  which  is  printed 
from  the  lower  counter  is  the  total  amount 
of  lump  bituminous  coal  sold  from  the  yards 
on  the  first  day  of  the  month.  When  the 
entire  month's  sales  have  been  printed, 
separate  totals  can  be  taken  for  the  coal 
delivered  and  sold  from  the  yards  for  each 
grade. 

The  items  in  the  column  headed  "Slack" 
you  will  note  are  all  printed  in  the  upper 
counter.  This  is  due  to  the  fact  that  there 
were  no  sales  made  from  the  yards.  After 
this  recapitulation  the  total  bushels  can  be 
reduced  to  pounds  mechanically  with  the 
machine.  The  total  cost  and  per  cent  profit 
can  also  be  figured  in  the  same  manner. 


Cost  of  Handling  Coal 

1st.  By  reducing  the  totals  of  the  daily 
reports  for  any  given  period  of  coal  and  coke 
delivered,  to  net  tons  and  dividing  into  the 
total  expense  for  hauling,  will  give  the  hauling 
expense  per  ton. 

2nd.  By  taking  the  grand  totals  of  the 
yard  sales  added  to  the  above  delivery  sales 
will  give  the  total  sales,  which  if  divided 
into  overhead  expense  will  give  the  cost  per 
ton  for  yard  handling. 

The  result  of  "1"  and  "2"  gives  what  added 
to  the  initial  cost  must  be  the  net  selling 
price  without  the  profit  added.  By  this 
method,  an  actual  cost  of  handling  and 
overhead  can  be  figured  and  a  desired  profit 
added  with  absolutely  no  guess  work. 


ALEXANDER  BLACK  COAL  CO 

PITTSBURG,  PEN 

COMPARATIVE    STATEMENT    OF   RECEIPTS    BY 


JAN 
FEB 
MAR 
APR 
MAY 
JUN 
JUL 
AUG 
SEP 
OCT 
NOV 
DEC 


ANTHRACITE     -Jf 


* 


4  5  6 .0  0 
3  0  8  .2  5 
3  9  6 .3  4 
3  0  8  .2  5 
2  0  5 .5  0 
1  9  6  .8  8 
1  5  7 .5  0 

1  4  0 .7  5 

2  0  4  .7  5 

3  0  3  .4  5 

4  5  6 .6  6 

5  0  3  .2  1 


BITUMINOUS 


2, 3  7  4  .7  0 

2. 0  8  0 .2  5 
1, 9  3  4  .6  7 
1,  5  8  4  .4  4 

1. 3  2  0 .4  4 
1, 2  5  6 .8  9 

8  7  6  .2  5 

1. 4  7  0 .2  1 

1,  8  3  4  .7  6 
2, 2  3  3  .5  6 

2,  6  8  7 .4  5 

2. 1  3  1 .7  5 


'T'HE  oj>eration  of  the 
Iwo  sets  of  accu- 
mulators is  controlled 
by  the  Duplex  lever 
which  is  located  at  the 
left  side  of  the  key- 
board. This  is  in  a 
convenient  location  to 
be  operaled  with  the 
left  hand. 


■^HEN  ihU  lever  is 
set  in  the  position 
of  "Upper  Counter" 
items  listed  are  accumu- 
lated in  the  upper  set  of 
adding  wheels.  When 
in  the  "Lower  Counter' 
position  the  items  are 
accumulated  in  thelow- 
er  set  of  adding  wheels. 


BttP  ^ 

J[  iBW<^^ 

«MM(5j  i 

|E^'®-(i)< 

l|HI^(3)C3)f 

^P£d  (2><2)  ( 

1^ 

SMITHING 


3  4  7 .2  5 

2  0  4  .3  3 

3  4  5  .6  7 

4  3  2  .1  1 
2  0  3  .0  5 

2  5  0  .5  0 
4  0  5  .2  5 
1  9  6 .6  5 

1  7  5  .5  0 

3  7  5  .2  5 

2  2  2  .5  0 

4  0  2  .3  6 


8  5  1 .3  7 

6  7  4  .5  6 
5  2  4  .7  8 

7  0  2  .5  0 

5  6  7 .7  6 
4  5  4  .5  4 

3  0  5  .0  7 

6  0  4  .0  2 

4  2  2  .1  1 

3  9  5  .5  0 
2  7  5  .2  5 

4  0  0 .4  / 

total 


i 

NTHS. 

YEARS   1910   &    1911 

ULING 

TOTAL 

VARIATIONS         _u 

(   6.9  5 

5, 4  2  2  .5  4  T 

9  5  0 .0  0 

4.7  5 

4, 2  4  5  .2  5  f 

3  2  0.6  5  • 

.2.25 

3,  7  8  2  .6  8  T 

6  6  7 .4  5 

4.5  0 

3,  6  2  0 .6  7  f 

4  7  8  .5  0 

6.2  5 

2, 8  5  6  .3  2  T 

4  9  8 .3  5 

4.7  5 

2,  6  3  5  .7  6  T 

1  7  8  .2  5  ■ 

S  4  .2  5 

2, 1  4  8  .9  7  T 

3  6  5  .5  0 

7.2  5 

2,  5  9  8  .4  5  T 

5  4  0 .6  5 

]  6.7  5 

2, 8  9  0  .5  6  f 

9  5.6  5 

(7.75 

3, 4  7  8  .5  6  T 

2  0  0 .7  5  ■ 

6.5  0 

3, 7  9  8  .2  3  T 

2  5  6 .0  0 

j  4.7  5 

3, 9  4  6 .8  7  T 

3  4  8  .6  8  ? 

jts 

4  1,  4  2  4  .8  6  ii 

ITotal 

Increase 
Decrease  • 

3,  8  5  2  .1  0  s 
1,  0  4  8  .3  3  1 

1   " 

Difference 

2,  8  0  3 .7  7  ¥ 

Record  of  Increase 

A  T  the  end  of  the  fiscal  year  in  any  coal 
•^^  business,  it  is  always  desirable  to  have 
a  concise  record  of  the  amount  of  business  by 
months  in  the  various  grades  of  coal  and  coke 
as  compared  to  the  previous  year.  By  know  - 
ing  the  increase  or  decrease  in  each  month , 
the  General  Manager  can  be  guided  in  the 
campaign  for  the  next  year's  business. 

The  Alex.  Black  Coal  Company,  Pitts- 
burgh, use  a  similar  form  to  the  one 
shown  above  but  in  addition  have  five 
places  to  take  care  of  each  of  the  twelve 
months.  A  regular  9  column  Duplex  such 
as  used  on  the  two  forms  illustrated  on 


or  Decrease  in  Sales 

the  two  previous  pages,  is  used. 

The  amount  of  each  month's  business 
is  listed  and  cross  added,  taking  a  transfer 
total,  thus  securing  a  total  of  each  month's 
business  and  a  grand  total  for  the  entire 
year.  Next  the  difference  between  the  same 
month  of  the  previous  year  is  listed,  the 
upper  counter  being  used  for  increases  and 
the  lower  counter  for  decreases.  A  sub- 
total is  taken  of  the  upper  counter  and  a 
clear  total  of  the  lower  counter,  after  which 
the  total  decrease  is  subtracted  from  the 
total  increase,  leaving  a  difference  which  in 
this  case  is  increase  over  the  1910  business 
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Form  17-lOM.  9-10.                 address 

ALL    REMITTANCES  TO  THE  GENERAL  OFFICES.    PITTSBURGH.    PA. 

IP 

PiTTsnuHGH,  Pa.     May   1? 191  2 

Folio  -  



Mr 

Lake   Shore   Coal    Co. 

Chicago,    111. 

IN  ACCOUNT   WITU 

Ptttaburglf  (Uml  (Unmpang 

Hkkhy  W.  Ouvkh  Building 

Terms: 

... 

DATE 

INV.  NO. 

AMOUNT                                     EXTENSION                                       TOTAL 

JUL        6 

8.4  8 

3  3.9  9 

2  2 

8.4  9 

5  5.8  5 

8  9  .8  4  T 

AUG        3 

5.3  6 

5  1.0  1 

1   2 

2  8.3  4 

5  7.7  7 

1  8 

3  0.12 

6  8.8  6 

2  4 

3  8.0  6 

6  4.79 

2  7 

9.8  3 

4  8.4  9 

2  9  0 .9  2  t 

SEP        1 

1.2  3 

4  8.3  6 

3 

13.81 

3  6  .3  0       • 

7 

1  1.6  9 

7  4  .4  6 

9 

1  9.8  5 

6  6 .9  1 

1  2 

2  3.41 

7  1.0  2 

1  5 

5  6.5  0 

6  4.9  9 

2  3 

3  3.80 

5  6.4  4 

3  0 

2  6.7  6 

6  9.69 

4  8  8  .1  7  t 

8  6  8 .9  3  ii 

CR 

SEP       5 

4  5 .7  8 

2  5 

2  0.50 

6  6  .2  8  s 
BAL                                          8  0  2  .6  5 

[page    nine] 


Monthly  Statements 

'pHERE  is  a  special  statement 
Burroughs  for  handling  this 
work  which  prints  the  month,  date 
and  amount  in  one  operation. 
This  speed  and  accuracy  makes 
possible  the  mailing  of  statements 
promptly  on  the  last  day  of  the 
month.  A  day  gained  on  this  work 
means  more  prompt  collections  and 
additional  time  to  devote  to  other 
important  work  demanding  atten- 
tion at  the  same  time  of  the  month. 

The  Pittsburgh  Coal  Company 
of  Pittsburgh,  are  using  a  15 
column  Burroughs  for  this  work, 
printing  the  invoice  or  car  number 
in  the  same  operation  as  the  date 
and  amount. 

Roll  statements  are  great  time- 
savers  and  are  used  to  advantage 
by  many  concerns.  Statements  can 
be  printed  in  any  face  of  type  or 
style  of  arrangement — either  with 
or  without  ruling  and  in  one  or 
more  colors. 

A  Duplex  Form 

'pHE  original  of  the  work  illus- 
trated on  this  page  was  made 
on  a  15  column  Duplex  Single  Key 
Statement  machine,  having  the 
keyboard  split  between  the  7th 
and  8th  columns.  The  month,  day, 
invoice  number  and  amount  are 
printed  in  one  operation  and  a 
transfer  total  taken  for  each  month, 
after  which  the  grand  total  is 
printed  from  the  lower  counter. 
Next  the  credits  are  added  in  the 
upper  counter  and  a  sub-total 
printed.  The  statement  is  then 
mechanically  proved  as  follows: 
With  a  sub-total  of  the  credits 
remaining  in  the  machine,  a  sub- 
traction is  performed  mentally 
as  is  customary  and  the  result  is 
set  into  the  machine  in  the  upper 
counter.  By  pulling  the  handle, 
the  balance  will  be  printed.  If 
the  total  then  accvunulated  in  the 
machine,  as  shown  on  the  adding 
wheels,  equals  the  debit  total 
already  printed,  the  statement  is 
proved  absolutely  correct.  Then 
by  a  quick  turn  of  the  platen  the 
statement  can  be  thrown  out  and 
reinserted  with  back  of  it  in  print- 
ing position.  The  accumulation  or 
proof  can  then  be  printed  on  the 
back  of  every  statement  with  the 
clear  signal. 

Carbon  Copies 

QARBON  copies  of  statements 
are  most  valuable  records  and  are 
being  used  in  a  great  many  lines  of 
business  to  advantage.  Very  often 
the  auditor  or  manager  of  a  concern 
requires  copies  of  statements  so  he 
may  keep  in  touch  with  the  condi- 
tions of  all  accounts,  thus  doing 
away  with  the  additional  work  of 
making  out  another  report.  With 
a  Burroughs  it  is  possible  to  make 
carbon  copies  varying  in  number 
according  to  the  grade  and  weight  of 
paper  used.  The  Pittsburg  Coal 
Company,  whose  statement  is  repro- 
duced on  this  page,  make  five  copies 
at  the  one  operation  the  original  go- 
ing to  the  customer,  one  each  of  the 
carbons  to  the  treasurer,  general  sales 
agent,   sub-agent  and  bookkeeper. 


LEDGER     BALANCE 


OLD   BALANCES 


CHARGES 


NEW    BALANCES 


4  8.0  0 
1  3.1  2 

5  6.0  4 
3.5  0 
5.9  4 

7  1.7  1 


1 

7. 

9, 


5 

.9  8 

.1  8 

.6  8 

3.2  9 

3  0.9  0 

1  0.4  4 


1  2  .1  0 
1  5  5  .-7  6 

1  2.2  2 

9  1.8  1 

2  8  .2  0 
6  0.65 
1  1.2  2 


2  0.1  5 
7  8.7  3 

4.4  0 

1  0.8  6 

2  1 .6  7 
1  .3  9 
5.0  0 

1  6.3  9 


7.0  0 

9.9  5 

3.8  8 

.5  3 

6  3  .2  8 

9.5  5 

7.4  6 

6  .3  7 

.8  3 

5  0.12 

4  0 .0  0 
1  5.0  6 

5  6.0  4 
3.5  0 
5.9  4 
1.2  3 

l'8.3  5 
7.9  8 

1  9.1  8 

.6  8 

7.7  9 

1  0.0  0 


4.5  0 
2  8  .1  5 
1  1.9  7 

8.9  5 

1  5.0  0 

1  5.0  0 

.9  8 


8.0  0 
1  8.2  1 

7  8.7  3 

4.4  0 

8  1  .3  4 
1  5.1  7 

1.3  9 

5.0  0 

1  1.8  9 


1  9 


0.9  0 
7.4  4 
9.9  5 
3.8  8 
8.13 
0.8  9 
9.8  0 

7.4  6 
2.8  6 

9.5  7 
6.4  8 
0.3  6 


Taking  a  Trial  Balance  in 
One  Operation 

OLD  balances,  charges,  credits  and  new  balances 
can  all  be  listed  and  added  in  one  operation 
with  a  Burroughs  15  column  Duplex  machine, 
equipped  with  a  shuttle  carriage  and  having  the 
keyboard  split  between  the  eighth  and  ninth  columns. 

The  use  of  the  shuttle  carriage  enables  the  oper- 
ator to  take  off  all  of  the  information  needed  from 
each  account  by  turning  through  the  ledger  but 
once.  If  the  Duplex  machine  is  not  used,  it  becomes 
necessary  to  turn  through  the  ledger  once  for  the 
old  balances  and  the  debits  and  again  for  the  new 
balances  and  the  credits. 

With  this  method  ledgers  of  any  size  or  any  num- 
ber of  ledgers  can  be  handled  with  equal  speed  and 
accuracy.  A  sub-total  is  taken  after  each  fifty  or 
one  hundred  accounts;  this  number  of  items  being 
counted  by  the  bell  on  the  carriage,  enabling  you  to 
determine  as  you  proceed  whether  the  work  so  far 
is  correct.  This  can  be  done  by  adding  together,  as 
shown  by  the  sub-totals,  the  old  balance  and  the 
charges  and  balancing  them  against  the  sum  of  the 
new  balances  and  the  credits.  In  case  the  totals 
do  not  agree,  a  mistake  has  been  made  in  the  last 
section  of  accounts  listed,  and  the  error  may  easily 
be  located,  as  each  line  must  balance  across,  viz., 
old  balance  plus  charges  must  equal  new  balance 
plus  credits. 

After  the  ledgers  have  all  been  balanced  in  this 
manner,  their  totals  are  listed  in  the  same  manner, 
making  a  trial  balance  of  all  ledger  footings,  which 
must,  of  course,  balance  across  in  the  same  manner 
as  each  account  or  ledger  footing.  This  completes 
the  ledger  balance. 

When  the  balance  is  completed  the  items  and 
totals  of  the  old  balance  column  must  be  the  same 
as  the  new  balance  column  of  the  previous  month. 


SUMMARY   OF    LEDGER    BALANCE 


* 


1  2,3  6  8.7  4 
8, 4  9  6 .8  2 

1  0, 2  3  0 .0  0 
8,  6  3  6 .3  6 

1  4,  6  8  8  .1  8 
4, 1  9  7 .0  0 


1  4,  7  5  6  .3  9 
6, 1  8  2  .9  9 
7, 0  6  9  .3  6 
6,  7  7  0 .2  7 
9, 8  2  9  .3  5 
2,  5  5  2  .3  4 


1  0, 2  7  0  .9  8 
4, 9  6  5  .6  7 
5, 1  6  5 .7  2 
4,  7  5  8  .0  4 
7,9  1  5.7  5 
1,  8  2  3  .8  7 


1  6,  8  5  4  .1  5 
9,  7  1  4  .1  4 
1  2, 1  3  3  .6  4 
1  0,  6  4  8  .5  9 
1  6,  6  0  1 .7  8 
4, 9  2  5  .4  7 


1  0,  8  0  6 .5  2  8,  3  5  1 .8  6 

6  9, 4  2  3  .6  2      5  5,  5  1  2  .5  6 


6,  6  0  7  .8  9      1  2,  5  5  0  .4  9  ■ 
4  1,  5  0  7 .9  2      8  3, 4  2  8  .2  6  1- 


1.5  0 

1 .5  0- 

.5  0 

.5  0 

.2  9 

2.4  0 

.2  9 

2.4  0  ■ 

1  5.0  7 

1  5  .0  7  - 

1  6 .5  0 

6.0  0 

1  0 .5  0  5 

8.0  6 

8.0  6  5 

4  0.5  2 

1  5.0  0 

2  5 .5  2  ■ 

3.8  0 

3.8  0  ■ 

8  7  1 .8  5 

4  5  2  .6  6  s 

3  4  6  .4  3 

9  7  8  .0  8  s 

Monthly  trial  balance  made  on  a  15  column  shuttle  carriage  Duplex  Bur- 
roughs. Proves  ledgers  in  balance  and  gives  total  charges  and  credits 
against  ^vhich  to  check  journal  and  cash  book  footings  for  the  month. 


The  total  of  the  "debit"  column  must  correspond 
with  the  total  charges  as  summarized  for  the  month 
by  the  auditing  department. 

The  total  of  the  "credit"  column  must  agree  with 
the  total  cash  and  journal  items  as  summarized  by 
the  auditing  department. 

Thus  this  form  of  trial  balance  proves  not  only 
that  the  ledgers  are  in  balance,  but  that  each  in- 
dividual account  is  footed  and  the  balance  properly 
extended.  It  also  proves  by  the  grand  totals  of 
the  charges  and  credits  columns  that  all  items  have 
been  posted,  and  posted  correctly. 

There  are  large  and  small  concerns  using  machines 
for  this  work,  from  those  using  but  a  single  ledger  to 
those  of  twenty-five,  containing  10,000  accounts. 
The  latter,  in  one  case,  is  handled  by  one  operator 
in  five  days,  entirely  relieving  the  ledger  clerks  of 
all  trial  balance  work;  at  the  same  time  no  one 
ledger  is  held  long  enough  to  make  any  break  what- 
ever in  the  work. 
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TRIAL   BALANCE 

Merchants  Refrigerator  Co. 

LOUISVILLE,    KY 

• 

FOLIO 

DEBIT 

CREDIT 

NO. 

DEBIT 

CREDIT 

NO. 

DEBIT 

CREDIT 

6  4  2  6  5 

3  9  4  4  0  3 

8  9  2  5  5 

70  63  5  3 

61 

65  5 

2  60 

90 

7  4  5 

90 

2  5 

6  15 

2  9  5 

4  60 

110 

8  2  0 

20  5 

93  8  1 

3  2  5 

2  9  5 

2  5  5 

2  8  50 

4  8  5 

83  5 

3  9  5 

65 

3  4  0 

19  0 

605 

4  9  5 

8  7  5 

4  60 

118  5 

2  0  5 

12  9  5 

12  3  0 

63  9  5 

5  4  4  1 

3  9  5 

3  10 

9  5 

9  60 

2  4  0 

23 

59  5 

4  00 

710 

2  55 

15  05 

6  60 

15  15 

54  5 

67  5 

10  5 

77  5 

59  5 

5  6  5 

24  0 

70 

9  60 

63  0 

3  8  0 

3  3  0 

10  4  0 

3  5  5' 

9  10 

3  8  5 

7  60 

5  00 

19  0  5 

2  9  5 

109  5 

4  50 

5  6 

68  5 

14  0 

4  4 

4  4  5 

34  0 

1203  0 

69  5 

13  9  5 

4  3  0 

8  5  5 

72  5 

12  5  5 

3  3  5 

8  70 

6  4  5 

14  8  5 

112  5 

75 

8  10 

80  5 

9  50 

2  4  5 

4  4  5 

33  0 

104  0 

5  10 

7  4  0 

5  10 

8  5  0 

5  10 

10  15 

54 

112  5 

5  5  0 

4  8 

4  7  5 

8  5 

6  8  5 

4  10 

4  5  0 

2  5  5 

4  7  5 

2  2  0 

ALBERT   M.  DIXON,    PRES,  a  TREAS 


C.  T.  STEWART.  SuPT 


CAPITAL    SIOO.OOO.OO 


Florida  Ice  &  Coal  Company 


DAILY  CAPACITY 
125  TONS 


INCORPORATED 

H  €  E 

MADE  OF    DISTILLED  WATER 


STORAGE    CAPACITY 
2000  TONS 


Jacksonville,  Fla.,    juiy  n.  1911. 


Burroughs  Adding  Uachlne  Co, , 
Detroit,  Mich. 

Gentlemen: 

We  use  the  Burroughs  Adding  Uachlne  for 
totaling  the  number  of  lbs.  of  Ice  in  one  .column 
and  the  dollars  and  cents  therefor  in  another  col- 
umn, and  we  find  the  machine  a  great  help  in  making 
these  additions  and  adding  our  large  exhibit  sheet 
up  and  down,  which  provides  columns  for  the  ice 
made  and  also  for  the  ice  sales,  both  pounds  and 
dollars  and  cents  under  several  different  sales 
accounts ,  and  then  these  accounts  are  added  also 
horizontally,  giving  each  day 'a  business  in  pounds 
and  dollars  and  cents  to  itself.   This  same  sheet 
also  serves  to  give  the  number  of  pounds  and  dol- 
lars and  cents  in  separate  total  accounts  for  each 
month,  and  by  adding  the  several  separate  totals , 
gives  the  grand  total  sales  of  both  pounds  and 
dollars  and  cents,  which  equals  the  total  sales  run 
out  each  day  horizontally. 

We  use  it  also  for  multiplication. 

Your  machine  i»   a  great  help  and  time  saver. 

Thanking  you,  we  are, 

Yours  very  truly, 

FLORIDA  ICE  &  COAL  CO. , 


President  &  Treas. 


18  5 
4  0  5 
9  3  0 
8  2  5 
4  2  0 

3  8  0 

4  5  5 
62  0 

5  5  0 

2  5  5 


7  4  0 
18  5 

8  4  0 
12  0 
110 
5  15 

2  6  5 

3  3  5 
2  9  0 

7  0  6  .3  5  s 


8  2  5 
16  7  5 

9  6  5 

14  4  3  7  1 


6  9  0 

3  10 

2  7  5 

:i  0  0  9  3  6 


Burroughs  and  the  Trial  Balance 

"PVERYONE  is  interested  in  time  saving  methods  to  secure  a  trial  balance.  Th- 
•*— '  forrn  shown  above  is  a  reproduction  of  a  trial  balance  sheet  used  by  the  Merchants 
Refrigerator  Company  of  Louisville,  Kentucky.  The  adding  machine  work  is 
done  on  a  15  column  Burroughs  with  the  keyboard  split  between  the  6th  and  7th 
and  12th  and  13th  columns,  thus  allowing  the  printing  of  three  distinct  columns  and 
the  adding  of  two. 

The  above  mentioned  firm  keeps  a  ledger  for  each  wagon  route  and  takes  ofT  both 
the  debit  and  credit  side  when  making  up  their  trial  balance  sheet.  The  difference 
between  the  debit  and  credit  side  of  all  route  ledgers  should  therefore  show  the  balance 
outstanding  on  all  routes  which  must  agree  with  their  general  books. 

The  actual  length  of  the  form  they  use  is  1 7  inches,  punched  at  the  top  for  a  loose 
leaf  binder.  The  form  is  divided  into  three  sections  across  the  sheet.  Folio  Number, 
Debit  and  Credit.  After  the  first  column  has  been  listed,  a  sub-total  is  taken  and 
carried  forward  to  the  next  debit  and  credit  columns  and  so  on  until  the  entire  number  of 
items  has  been  printed  and  added. 

While  the  15  split  machine  will  handle  this  form  with  the  greatest  speed,  a  13  split 
or  a  No.  9  Duplex  with  a  shuttle  carriage  can  be  used  and  the  Account  Number  written 
in  afterward,  either  in  longhand  or  on  the  typewriter. 

'pace     K  I.  E  V  k  n  ] 


J,i„£yiaji>ti 


^a^^^ 

A^'^. 


3-/f 

50 

50 

60 

4  0 

15  0 

3  0 

4  0 

50 

2  5 

3  0 

4  0 

2  5 

4  0 

630  s 

15 

6  0  0 

1500 

2  745s 

3  7  5 

3  12  0  -■ 

3  3  0  0 

3  12  0^'' 

18  0  -■ 


Checking  Drivers 

SMITH  &  Co.  of  Urbana,  Illinois,  manu- 
facturers of  ice,  supply  each  driver 
with  a  ticket  such  as  we  have  repro- 
duced on  this  page.  The  number  of  cakes 
and  pounds  of  ice  is  written  on  the  driver's 
card  by  a  weigher  before  the  wagon  leaves 
the  yards.  The  driver  writes  in  the  name 
of  the  street  and  the  numbers  of  the  houses 
or  stores  at  which  he  stops  and  puts  in  the 
pounds  of  ice  in  the  amount  column. 

The  letters  W.  R.  C.  and  T.  stand  for 
wholesale,  retail,  charges  and  tickets.  The 
driver  puts  a  cross  in  the  correct  column  to 
designate  whether  wholesale  or  retail  and 
whether  the  amount  should  be  charged  or 
a  ticket  is  collected.  If  cash  is  received  the 
amount  is  entered  in  the  cash  column.  You 
will  notice  that  the  ninth  item  is  to  a  whole- 
saler who  has  the  ice  charged.  The  driver's 
lunch  expense  is  deducted  from  the  cash 
received  which  is  checked  by  the  bookkeeper 
u[x>n  his  return. 

When  the  driver  has  finished  his  route  the 
weigher  enters  on  his  card  the  number  of 
cakes  and  pounds  of  ice  returned.  The 
bookkeeper  takes  the  card  for  each  driver 
and  with  the  Burroughs  lists  and  adds  the 
total  quantity  of  ice  delivered  for  which 
tickets  were  received,  taking  a  sub-total. 
To  this  is  added  the  pounds  of  ice  which  are 
to  be  charged,  a  sub-total  again  being  taken 
and  the  pounds  of  ice  returned  added  to  it, 
giving  the  total  pounds  of  ice  accounted  for. 
Next  is  set  into  the  machine,  the  total  num- 
ber of  i>ounda  taken  out  and  from  it  is  de- 
ducted the  total  number  of  ix>unds  of  ice 
accounted  for,  leaving  the  number  of  pounds 
of  ice  short.  This  makes  an  absolute  check 
on  all  drivers*  tickets. 


SMITH  &  CO. 

Vrhana,  III.                   ^^ 

'     /9/-^ 

fr.  Tni^.r,  n.,/  ^^     r^i^r,-^^^^  ;a. 

R/./V        '1 

Cnh,.^       oO            IL^ 
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70 
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X 
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X 

9^.    ^Oz^ . 
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rc 
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Actual  size 

12  X  SK,  ruled  on  both  sidea 
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PROVIDENCE  ICE  COMPANY 

CUSTOMERS'  LEDGER   REPORT 

STA 

TION 

WEEK 

(  Ending 

JUN  3  1911 

191 

ROUTE 
NO. 

BALANCE 

BEGINNING  OF 

MONTH 

MONTH 

DR. 
TRANS- 
FER* 

TOTAL  DEBITS 
TO   DATE 

CREDITS 

DURING   MONTH 

BALANCE 

CASH 

CREDIT  Slips 

OlSCT.  & 

Allcs. 

^ 

1  0 

2  3  0 .4  1 

3  0  4  .9  2 

5  3  5  .3  3  T 

1  1  5  .2  3 

9  7.8  8 

.15 

3  2  2 .0  7  ii 

1  1 

1  5  5  .5  2 

2  0  5  .9  9 

.7  0 

3  6  2  .2  1  T 

4  1.8  8 

9  9.2  0 

1.3  6 

2  1  9  .7  7  2£ 

1  2 

1  7  4  .2  2 

3  3  7  .7  4 

5  1  1 .9  6  T 

2  4  0  .7  6 

4  0.7  6 

.3  7 

2  3  0  .0  7  2i 

1  3 

9  8.2  6 

1  8  8  .0  4 

2.3  2 

2  8  8  .6  2  T 

1  0  9  .5  3 

1  5.4  2 

.4  2 

1  6  3  .2  5  2l- 

1  8 

3  0.0  1 

2  3  4  .5  9 

2.9  4 

2  6  7 .5  4  T 

1  7  5  .8  7 

.9  0 

9  0 .7  7  ii- 

2  1 

5  0.52 

1  6  9  .9  6 

2  2  0 .4  8  f 

1  4  0 .5  6 

.2  0 

7  9  .7  2  ii 

22 

6  0.62 

2  8  3  .0  3 

3  4  3  .6  5  T 

2  1  2  .2  6 

3  3.49 

.2  5 

9  7 .6  5  -X- 

2  4 

1  2  0 .8  8 

2  0  0 .2  8 

4.5  0 

3  2  5  .6  6  T 

1  1  8  .5  1 
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2  7  1  .5  1 
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2.5  2 

2  9  7  .4  5  r 

3  5 

3  7  9  .2  0 

2  8  2  .7  6 

2.0  0 

6  6  3 .9  6  T 

1  4  1 .5  0 

6  8.0  3 

L.0  6 

4  5  3  .3  7  ir 

5  0 

6  6.7  8 

2  1  7 .8  7 

2  8  4  .6  5  f 

1  6  8 .6  8 

2  4.12 

7 

9  1 .7  8  21 

64 

5  8.0  2 

1  7  5  .6  9 

2  3  3  .7  1  T 

1  3  4  .0  9 

1  3.0  9 

.5  0 

8  6 .0  3  -X- 
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T 

3, 0  8  2  .4  0 
4, 9  4  1 .1  2 
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T 

T 
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f 

5  4  5  .7  9 
2,4  0 

3.5  2 

r 

5  .1  5 

f  2,  5  3  1 .9  7  T7 

Ice   Summary  Route  Sheet 


THE  form  illustrated  shows  a  summary,  by 
routes,  of  customers*  ledger  such  as  used  by 
the  Providence  Ice  Company  of  Providence, 
Rhode  Island.  They  take  this  report  off  every 
week,  which  they  have  found  to  be  most  valuable 
information  for  an  accurate  check  and  detail  report 
of  each  route  to  be  handed  to  the  manager  every 
week.  The  report  shows  the  amount  due  on  each 
route  at  the  beginning  of  the  month  and  the  total 
due  on  all  routes;  the  total  debits  and  credits  and 
the  balance  due  on  each  route,  together  with  a 
balance  due  from  all  routes. 

The  work  as  illustrated  was  made  with  a  regular 
9  column  duplex  machine,  fitted  with  an  automatic 
cross    tabulating    carriage.      This    arrangement    en- 


ables the  oi>erator  to  print  across  the  page  and  to 
add  at  the  same  time.  A  transfer  total  is  taken  in 
the  total  debits  column.  The  credits  are  then 
printed  and  added  and  taking  the  accumulation 
from  the  adding  wheels,  the  subtraction  is  performed 
mechanically  and  the  balance  printed.  The  same 
operation  is  performed  for  each  route,  after  which 
each  of  the  first  three  columns  are  totaled,  getting 
separate  totals  of  each  and  a  grand  total  of  all. 
This  grand  total  should  prove  with  the  total  of  the 
total  debits  column. 

Then  the  three  credit  columns  are  totaled  in  the 
same  manner,  giving  separate  totals  of  each  and  a 
grand  total  of  all.  Subtracting  the  grand  total  of 
the  debits  from  the  grand  total  of  the  credits,  we 


will  get  the  grand  balance,  which  should  prove  with 
the  footing  of  that  column.  By  this  operation,  you  will 
see  that  there  is  no  possible  chance  of  an  error,  the 
work  all  being  done  mechanically  and  withgreat  speed. 
With  the  new  Burroughs  Subtracting  Machine 
fitted  with  a  semi-automatic  cross  tabulating  car- 
riage, the  figures  in  the  first  three  columns  can  be 
printed  and  cross-added  and  a  sub-total  taken  of 
the  debits  and  at  the  same  time  the  subtracting 
lever  is  thrown  in  automatically  and  from  then  on, 
the  figures  in  the  last  four  columns  are  subtracted 
automatically  and  the  result  printed  in  the  balance 
column.  When  the  carriage  is  returned  to  the  first 
position  it  spaces  and  the  subtracting  lever  is  again 
thrown  out  of  position,  all  automatically. 
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Providence,  R.  I. 

191 

■ 

BERT  GALLUP 

19  FRANKFORT 

ST. 

WHOLESALE  AND 

RETAIL 

To  Prov 

IDENCE 

Ice  Company,  dr. 

R 

P 

27 

AND    29     EXCHANGE    STREET 

130 

no 

90 

120 

Frank  St. 

Frank  St. 

West  St. 

West  St. 

JUN        5 

3  00 

2  3.00 

2,5  0  0 

3  2.0  0 

6 
7 

2  75 
175 

2  8.5  0 
1  1.2  5 

2,2  7  5 
3,2  0  0 

2  0.5  0 

3  8.0  0 

8 

4  5  0 

4  1.0  0 

1,5  0  0 

1  9.0  0 

Ice  Statement 

9 

12  5 

2  9.7  5 

2,5  0  0 

4  2.0  0 

/TpHE  illustration  is  a  reproduction  of  state- 

X    ment    forms    sent    out    bv    Providence    Ice 

Co.,  Providence,  R.   I.,  to  customers  pur- 

1 0 

150 

2  2.50 

1,9  5  0 

1  5.0  0 

700 

3  5.0  0 

3,0  0  0 

1  7.7  5 

chasing  large  quantities  of  ice.     In  this  instance 
the  customer,  Bert  Gallup,  has  ice  delivered  to 

1  2 

2  50 

2  4.50 

2, 7  5  0     ' 

1  6.5  0 

four  different  places.     A  column  is  used  for  each 
address  and  is  designated  on  the  statement  by  a 

1  3 

150 

2  8  .0  0 

3,3  0  0 

2  7.0  0 

rubber   stamp  heading.      The   customer's  name 
and  address  is  also  printed  with  a  rubber  stamp. 

1  4 

500 

2  5.0  0 

1, 0  5  0    " 

2  5.0  0 

The  machine  used  is  a  15  column  SKS  mode! 
with    a    split   and   normal    device    between    the 

1  5 

2  50 

3  2.7  5 

4,2  0  0 

1  7.5  0 

seventh    and    eighth   columns.      The  dates   and 
the  quantity  (number  of  pounds)  in  the  first  two 

1  6 

400 

4  0.0  0 

1,4  0  0 

2  9.75 

columns  are  listed  and  added  in  one   operation. 
The  carriage  is  then  moved  to  the  second  position 

1  7 

650 

3  2.00 

2,0  7  5 

2  8.0  0 

and  the  items  of  the  last  two  columns  are  listed 
and  added.    Next,  the   rate  of  $3.50  per  ton  is 

1  9 

275 

4  0.5  0 

1,5  5  0 

1  4.7  5 

printed  with  the    eliminating   key  depressed,  as 
illustrated.  The  total  number  of  pounds  in  the 

2  0 

500 

4  5.0  0 

2,0  0  0 

3  0.0  0 

machine  is    then   multiplied    by  $1.75,   which   is 
the  rate  per  thousand  pounds.     This  operation 

2  1 

3  75 

1  9.5  0 

2.1  7  5 

2  6.5  0 

is  done   mechanically  with  the  carriage  thrown 
back,   after   which   a   sub-total   is  printed.     The 

2  2 

4  00 

2  0.7  5 

1,5  0  0 

1  9.0  0 

May  balance  is  then  listed  and  added  and  a  total 
taken,  giving  in  dollars  and  cents,  the  balance 

2  3 

150 

1  5.7  5 

2,4  0  0 

2  5.5  0 

due. 

This  work  can  also  be  done  very  nicely  with 

2  4 

2  5  0 

2  7.0  0 

1,5  0  0 

2  0.5  0 

the  15  column  S&N  Duplex  Machine  equipped 
with  a  shuttle  carriage  which  moves  automatic- 

2 6 

27  5 

2  2.25 

1,5  7  5 

2  9.5  0 

ally  back  and  forth  in  two  positions,  thus  making 
it  possible  to  list  all  items  across  the  sheet  in 

2  7 

500 

2  5.0  0 

1,5  0  0 

4  2.0  0 

regular  order.     The  work  can  also  be  done  on  a 
regular  No.   11  Statement  Machine,  listing  one 

2  8 

150 

2  9.50 

1,275 

2  0.5  0 

column  of  figures  at  a  time. 

2  9 

750 

4  2.7  5 

1,4  7  5 

2  1.5  0 

3  0 

3  50 

2  8.0  0 

3, 2  0  0 

4  0.0  0 

- 

8,3  5  0 

6  8  9  .2  5  '- 

5  1,  8  5  0 

6  1  7  .7  5  -"- 

MAY   2  9 
BAL 

3  .5  0  t'^ 

3  3  4  .0  8  s 
2  4  1 .7  2 

5  7  5  .8  0  -"- 
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Fruitgrowers  Express 

CONTINENTAL  FRUIT  EXPRESS 

OWNCO  AND   OPERATCD  BY  ARMOUR  CAR  LINES 

GENERAL  Offices:   Union  Stock  Yards 
CHICAGO 

Ice  Furnished  Month  of- 


May    16,     1910.     19- 


Bought  of- 


Foltz    Mf'g    Co 


April, 


Address- 
.19J^ 


Humhnlt , Tenn  . 


F.  G.  E.  Invoice  No. 


SPECIAL  INSTRUCTIONS-Invoices  should  be  made  in  DUPLICATE  to  insure  prompt  pajment. 


REMARKS 


3  .5  0 


1-  7 

1  7 

1  7 

1  7 

1  7 

1  7 

1  7 

1  7 

1  7 

1  7 

1  7 

1  7 

1  7 

1  7 

1  7 

1  7 

1  7 


17  5  0 

17  5  0 

17  5  0 

17  5  0 

17  5  0 

17  5  0 

17  5  0 

17  5  0 

17  5  0 

17  5  0 

17  50 

17  5  0 

6  6  5  0  0-"- 

THE  Foltz  Manufacturing  Company  of  Chicago,  111.,  man- 
ufacturers of  ice,  use  the  Burroughs  Machine  in  making 
out  a  statement  form  similar  to  the  one  above.  This  form 
is  used  when  issuing  statements  to  shippers  and  freight  companies, 
such  as  the  Fruit  Growers  Express,  Chicago.  Slight  changes  have 
been  made  in  the  original,  which  makes  a  greater  speed  possible. 

The  machine  used  for  the  above  form  was  a  regular  Bur- 
roughs SKS,  IS  column,  having  a  cross  tabulating  carriage  and 
a  keyboard  split  between  the  seventh  and  eighth  columns.  The 
operation  is  very  simple  and  is  as  follows: 

The  clear  signal  is  printed  with  the  carriage  in  the  first  position ; 
the  month  and  the  day  are  next  printed  after  which  the  carriage 
moves  automatically  to  the  second  position,  when  the  car  number 
and  weight  are  listed  but  not  added;  this  being  possible  by 
an  adjustment  on  the  back  bar.  The  carriage  then  moves 
automatically  to  the  third  position  and  the  price  ia  listed  on 
the  left  of  the  split  and  the  amount  is  printed  and  added  to 
the  right  of  the  split.  The  carriage  ia  then  returned  for  the 
second  item. 

CuBtomer*  Statement*  ruled  up  like  the  form  reproduced  can 
be  run  ofl*  with  great  rapidity  with  the  Burroughs.  A  sub-total 
of  the  pounds  is  printed  at  the  foot  of  the  column  and  repeated 
when  the  carriage  ia  moved  to  the  second  position,  after  which 
it  is  multiplied  by  the  rate  and  to  it  added  the  previous  balance, 
giving  the  balance  due.  all  of  which  ia  done  mechanically. 


PACE     riTTEENJ 


PHOTO  COURTESY    PEOPLES  ICE  CO..    DETROIT,    MICH, 


How  to  Test  the  Efficiency  of 
Burroughs  System  Service 

C  We  offer  without  charge  the  experience  and  methods  of  others  who  have  adopted 
mechanical  accounting.  It  is  our  work  to  get  you  to  reaUze  the  simple  fact  that  any 
man  who  handles  figures  is  wasting  precious  time,  losing  money  and  energy  handling 
them  in  the  old  way. 

C  Whether  or  not  you  have  an  adding  machine  we  know  we  can  help  you  to  work  out 
methods  to  reduce  your  office  expense  and  at  the  same  time  produce  neater  and  abso- 
lutely accurate  records.  This  assumption  is  reasonable,  inasmuch  as  we  have  in  our  files 
a  wealth  of  ideas  from  concerns  in  practically  every  line  of  business.  These  ideas  which 
are  given  to  us  in  the  shape  of  letters  and  forms  are  on  file  in  our  office  and  are  elabor- 
ately indexed,  making  it  possible  for  us  to  give  all  inquiries  prompt  attention.  Any 
information  we  have  is  yours  for  the  asking.  We  will  send  you  forms  illustrating  the 
actual  work  done  by  other's  in  your  line,  and  if  you  desire,  we  will  arrange  to  have  a  rep- 
resentative call  on  you  to  study  your  office  problems  with  you  and  to  offer  suggestions. 


C  An  examination  of  one  of  our  latest  style  machines  in 
connection  with  your  work  is  the  most  satisfactory  way 
for  you  to  find  out  just  what  we  can  do  for  you  and  how 
much  or  how  little  we  can  free  you  or  your  office  assist- 
ants from  the  drudgery  of  office  calculations,  and  whether 
or  not  you  will  have  more  time  for  the  handling  of  affairs 
of  greater  magnitude  and  for  preparing  for  the  more 
extensive  growth  of  your  business.  If  your  work  necess- 
itates forms  which  you  find  can  not  be  used  to  good 
advantage  on  one  of  our  regular  machines,  we  would 
indeed  consider  it  a  courtesy  to  allow  us  the  privilege 
of  investigating  the  condition  with  a  view  of  making 
changes  on  our  present  machine  to  fit  your  work.  It 
has  been  the  problems  presented  to  us  from  time  to  time 
by  our  present  users  that  has  enabled  us  to  develop 
machines  for  all  classes  of  work,  resulting  in  the  present 
Burroughs  long  line  of  many  different  styles  and  models. 


C  Machines  are  available  in  seventy-five  branch  offices, 
and  at  your  request  one  will  be  delivered  to  you,  express 
paid  and  without  obligation  on  your  part  to  purchase 
or  liability  for  damage  in  any  way.  Should  you,  after 
thoroughly  investigating  the  possibilities  of  the  machine 
in  your  office  work,  decide  that  the  saving  of  time  is  not 
sufficient  to  warrant  its  purchase  at  the  present  time, 
we  will  arrange  to  have  the  machine  returned  to  our 
branch  office  at  our  expense  and  you  will  be  under  no 
obligation  to  us  for  the  use  of  it.  In  fact  we  are  glad  to 
have  an  opportunity  of  showing  concerns  interested 
what  our  machines  will  do,  and  if  again  at  a  later  time 
when  there  is  a  rush  of  work  in  your  office  and  you 
are  in  need  of  a  machine  we  will  have  one  submitted 
to  you  for  your  use  and,  possibly  with  the  knowledge 
gained  by  its  previous  use  you  may  then  find  need  of 
it  in  your  business. 


Department  of  System  Service 

Burroughs  Adding  Machine  Company 

Detroit,  Michigan,  U.  S.  A. 


GIFT 


The  Burroughs 


Bookkeeping  Machine  and 

What  it  can  do  for  You 


The  man  who  has  a  BUrr6bghs''*fi'fiM  tim^ 
for  hours  out  of  doors.    With  sunshine  and, 
fresh  air  in  blood  and  brain  he  is  able  to 
take  up  his  business  problems   with  - 
clearer  vision  and  greater  energy.    Such  a  _ ! 
man  gets  out  of  the  rut  of  routine,  finding  i 
time  and  opportunity  to  accomplish  things.  ' 


ssued  by  the  Oepartment  of  System  Service 

Burroughs  Adding  Machine  Company 


Detroit,  Michigan,  U.  S.  A. 
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To  add  fractions  in  eighths 


Thirteen  column  Burroughs 
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For  feet,  inches  and  twelfths 
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For  adding  hours  and  minutes  or 
pounds  and  bushels  of  wheat 
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A  Burroughs  to  Fit 
Your  Business  Needs 

OOMETIMES  a  business   man  says   "Yes,  the 
BURROUGHS  is  a  great  time,  work  and  worry 
saver  for  some  lines  of  business,  but  not  for  ours. 
Our  business  is  different." 

Possibly  the  machine  has  been  seen  only  in  a  bank. 
Naturally  it  was  thought  that  kind  of  work  was  all 
it  could  do.  But  it  is  doing  just  as  much,  just  as 
satisfactory  work,  in  factories,  lumber  yards,  freight 
stations,  counting  rooms,  auditing  departments,  retail 
stores,  wholesale  houses,  jobbing  houses,  lawyers' 
offices,  laundries,  dairies,  electric  light  and  power 
plants,  in  fact  in  all  lines  of  business. 

Those  who  have  accounts  to   add,  invoices  to  check,  stock 
sheets  to  prove,  and  dozens  of  other  figure-handling   operations 
which  require  their  time  and  their  clerks,  should  have  a  machine 
to    assist    them.      With  the   Burroughs    bookkeeping   machine 
these  annoying,  brain  fagging  details  can  be  handled  with 
ease  and  despatch.  It  prints  and  adds  numbers  as  fast  as  one 
can  write  them  down.     Daily,  weekly  and  monthly  reports 
showing    the    conditions    of   the    business    can    be    made, 
postings  proved,  trial  balances  taken,  monthly  statements 
made,  invoices  checked,  interest  figured,  discounts  calcu- 
lated and  a  hundred  things  that  will  save  lots  of  valuable 
time  every  day. 

The  Burroughs  is  not  the  name  of  a  single  machine 
that  will  do  but  one  thing.  It  is  the  name  of  a  type  of 
machine,  the  different  styles  of  which  will  do  many  things. 


Prints  month,  day  and  amount  for 
Monthly  Statements 
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Seven  column  machine 

nnHE  BURROUGHS  is  essential- 
ly an  adding  and  listing  ma- 
chine;but  as  wider  fields  for  its  use- 
fulness have  been  developed,  it  has 
been  found  so  well  adapted  to  do  so 
many  different  things  in  account- 
ing work,  that  it  has  earned  the 
name  *'  Burroughs  Bookkeeping 
Machine".They  arc  made  in  differ- 
ent sizes  with  six,  seven,  nine, 
eleven,  thirteen,  fifteen  and  seven- 
teen columns  of  keys.  Printing 
carriages  are  built  to  accommo- 
date paper  2i"a",  lOi",  121'  and  18" 
wide.  Built  with  electric  drive  if 
desired.  Can  be  equipped  for  add- 
ing and  listing  dollars  and  cents- 
feet  and  inches-fractions  of  1,  J,  ic, 
32,  A~hours  and  minutes-tons  and 
hundred  weights-dates  and 
amounts.  May  have  split  and 
normal  device  for  dividing  key- 
board into  two  or  more  sections, 
for  adding  and  listing  two  or  more 
sets  of  figures  at  one  operation. 
Can  be  equipped  with  shuttle  or 
cross  tabulating  carriages  for 
automatically  listing  and  adding 
across  a  sheet  or  form  in  tv^ro  or 
more  columns.  May  be  built  with 
two  sets  oftotal  wheels, to  accum- 
ulate two  separate  totals  at  the 
same  time.  Will  print  one  or 
more  carbon  copies  as    desired. 


On  this  page  Is 
shown  a  few  of 
the  keyboards  of 
Burroughs  Ma- 
chines. The  thir- 
teen, fi  fteen  or 
seventeen  col- 
umn Burroughs 
arc  often  split  in- 
to several  sec- 
tions, like  several 
machines,  each 
one  operating  by 
itself,  yet  all  un- 
der one    control. 
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Seventeen  column  Burroughs 


Fifteen  column  machine 


1[ 


Austin  Mill  and  Grain  Co.,  Bro'wnwood,  Texas 
uses  a  9  column  Duplex  machine. 


Meade  Shoe  Co.,  Brooklyn,  N.  Y. 
Just  a  Little  Retail  Store 


Utah,  Idaho  Sugar  Co..  Blackfoot,  Idaho.    "W^e 
believe  machines  paid  for  themselves  hrat  year.'^ 


The  Burroughs  Adding  Machine  in  Business 

"Any  merchant  may  derive  much  benefit  from  a  careful  study  of  the  methods  of  other  merchants." 


THIS  folder  illustrates  how  a  few  success- 
ful business  men,  large  and  small, 
handle  some  of  their  general  figure  work 
- — a  few  of  the  best  methods  collected  from 
140,000  Users  of  Burroughs  Bookkeeping 
Machines. 

Not  many  business  men  have  time  or  care 
to  spend  the  money  to  visit  such  a  large 
number  of  business  institutions  and  investi- 
gate methods  in  use.  That  is  why  the  Bur- 
roughs Company,  through  its  Department  of 
Systems  Service,  has  undertaken  to  collect 
and  publish  this  information. 

The  man  who  uses  a  Burroughs  is  naturally 
looking  for  up-to-the-minute  methods,  else 
he  would  not  use  a  machine.  By  helping 
users  of  Burroughs  machines  to  adapt  the 
best  methods  to  their  individual  businesses, 
we  are  able  to  keep  in  touch  with  their 
methods — with  all  the  best  methods. 

A  careful  study  of  the  different  forms 
illustrated  and  described  in  the  following 
pages  will  give  you  an  insight  into  methods 
used   by   a   few   business   houses   in   getting 


vital  figure  facts  and  handling  bookkeeping 
figures. 

It  is  not  necessary  to  change  your  book- 
keeping system  to  use  most  of  these  time- 
saving,  worry-preventing,  mistake-eliminat- 
ing methods.  Almost  all  of  the  good  things 
described  can  be  used  without  a  change  in 
your  present  books. 

There  are  several  time-saving  ways  of 
taking  trial  balances,  for  instance,  which 
enable  a  bookkeeper  to  eliminate  the  regular 
bugaboo  that  usually  makes  him  work  several 
nights  a  month. 

A  bookkeeper  who  uses  a  Burroughs, 
recently  wrote  us  that  he  had  just  completed 
his  fifteenth  consecutive  errorless  trial  bal- 
ance. 

He  is  able  to  hand  his  employers  a  complete 
and  accurate  statement  of  the  business  on 
the  morning  of  the  iirst  of  every  month. 

This  Bulletin  is  only  one  of  a  large  number 
issued  and  in  process  of  preparation  by  the 
Burroughs  Department  of  Systems  Service. 


There  is  a  Payroll  Bulletin,  a  Monthly 
Statement  Bulletin,  several  Bulletins  for 
individual  lines  of  business,  etc.  Every  one 
is  free  for  the  asking — available  to  any 
business  man,  without  cost  or  obligation. 

We  believe  you  would  find  the  examination 
of  the  forms  described  and  illustrated  in  this 
folder  more  interesting  if  you  could  see  their 
use  demonstrated  on  one  of  the  Burroughs 
machines. 

It  is  the  policy  of  the  Burroughs  company 
to  give  every  business  man  a  chance  to  see 
just  how  one  of  the  many  Burroughs  machines 
can  be  adapted  to  his  figure  work,  whether  he 
is  ready  to  use  a  machine  or  not. 

We  have  sent  you  this  folder  without  cost 
or  obligation,  just  to  let  you  see  what  is  being 
done  with  Burroughs  machines.  We  will 
just  as  freely  send  a  Burroughs  machine,  with 
a  man  to  show  you  how  it  is  being  used  by 
other  successful  business  men  in  your  line 
to  get  more  success-producing  knowledge 
of  their  business. 


A  few  Hnea  of  business  in  Stamford    Texas,  which  are  savlnET  time,  worry  and  money  by  the  use  of  Burroughs  Bookkeeping  Machines. 
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4  minutes  work  by  hand.  1  minute 
to  write  it  down,  li  minutes  to  add 
it,  H  minutes  to  verify  the  result. 

4  minutes  work 

with  a  Burroughs  without  the  possibility 
The  Burroughs  can't  make  a  mistake. 

of  wrong  addition. 

A  Comparison  of  Methods 

The  manager  is  never  sure  that  his  book- 
keeper's hand  made  figures  are  correct. 

A  mistake  may  turn  up  any  time  which 
will  upset  all  the  figures — maybe  an  import- 
ant business  deal. 

When  he's  in  a  hurry  the  bookkeeper 
may  put  down  a  figure  with  a  pen  that 
even  he  will  read  wrong  when  he's  tired. 


That  may  mean  hours  and  hours  of  work 
looking  for  a  mistake — delay  in  getting  your 
figures;  maybe  you  get  them  wrong. 

A  bookkeeper  recently  told  us  that  the 
first  trial  balance  taken  with  a  Burroughs 
was  the  first  errorless  trial  balance  ever  taken 
in  the  history  of  the  office. 

He  couldn't  make  a  mistake  if  he  tried,  so 
long  as  he  used  the  right  figures. 

Putting  the  figures  down,  adds  them, 
prints  them  in  readable  type;  disposes  of 
them  without  possibility  of  error. 

(paite     four) 


And  all  in  a  mere  fraction  of  the  time 
required  to  write  them  by  hand  and  then  add 
them  mentally  one  figure  at  a  time. 

The  Trial  Balance 

A  BOOKKEEPER  can  look  forward  with 
■**■  pleasure  to  the  end  of  the  month  when 
possessed  of  the  assurance  that  each  day's 
ledger  postings  are  correct.  With  correct 
postings  and  the  aid  of  a  Burroughs  a 
trial   balance  can    be   secured   the    first 
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Proving  the 

Ledger  Posting 

S 

The  plan  consists  of  inserting  markers  in  the 
ledger  at  the  page  on  which   each  posting  is 
made-    In   order  to  distinguish   debit  postings 
from  credit  postings,  different  colored  markers 
are  used,  or,  according  to  the  practice  of  some 
bookkeepers,  the  debit  markers  are  left  project- 
ing from  the  top   of  the  pages  and  the  credit 
markers  from  the  bottom. 

When  the  postings  have  been  completed,  a 
Proof  Sheet    (above  form)    is    inserted    in    the 
Burroughs  and  the  amounts  indicated  by  the 
projecting  debit  markers  are  listed  and  added. 
The  same  is  then  done  for  the  projecting  credit 
markers.    The  total  of  the  debits  or  of  the  credits 
should   agree  with  the  totals  of  the  debits  or 
credits  on  the  sheets  or  pages  from  which  the 
postings  have  been  made 

If  there  is  a  difference,  the  error  can  be  quickly 
located  as  the  markers  are  allowed  to  remain  in 
the  ledger  until  the  balance  is  obtained. 

By   obtaining   this   proof  each   day    (or   each 
week,  if  the  number  of  postings  does  not  war- 
rant a  daily  proof)  a  correct  trial  balance  at  the 
month's  end  is  assured. 

time;  and  to  do  this  only  takes  half  as  long 
as  it  did  fonnerly  to  just  write  down  the 
items. 

This  is  in  strong  contrast  to  one's  ex- 
perience without  the  use  of  the  Burroughs. 
Then,  in  spite  of  the  utmost  care, 
mistakes  would  sometimes  creep 
in  and  the  day's  work  was  always 
ended  with  the  fear  that  an  error 
might  be  lurking  to  rise  up  and 
mock  one  upon  "trial  balance 
day".  Errors  mean  delay  in 
securing  a  balance,  overtime 
work,  perhaps  criticism  from  em- 
ployer and  less  opportunity  for 
advancement. 

The  monthly  trial  balance  is 
taken  simply  to  ascertain  whether 
or  not  the  books  balance;  there- 
fore, all  that  is  necessary  at  the 
end  of  each  month  is  to  write 
only  the  figures  showing  balances 
or  footings  on  the  trial  balance 
sheet. 

In    preparing    to    take    a    trial 
balance  where  other  than  a  bal- 
ance   ledger   is    used,  it  is   nec- 
essary to  go  through  the  ledger 
and  foot  both  sides  of  each  account,  writing  the 
footings  in  pencil  under  the  last  item.  If  a  ledger 
without  a  balance  column  is  in  use  it  will  save 
time  and  mental  work  to  use  the  debit  and  credit 
footings  of  all  accounts,  which  will  make  it  un- 


necessary to  obtain  the  debit  or  credit  balance 
of  each  account.  Transfer  all  footings  with 
the  Burroughs  to  trial  balance  sheets,  plac- 
ing debit  and  credit  footings  in  adjoining 
columns  as  shown  in  illustration  on  page  6. 


Markers  are  put  in  the  pages  \vhere  postings  are  made  to  facilitate  checking 

If  a  ledger  with  a  balance  column  is  used, 
the  debit  and  credit  balances  are  extended 
each  day  and  it  is  only  necessary  to  transfer 
these  balances  with  a  Burroughs  to  the  trial 
balance  sheets  as  illustrated. 

<^page    five) 


In  many  concerns  subsidiary  ledgers  are  used 
forAccounts  Receivable  and  Accounts  Payable. 
\Vhere  this  is  the  case,  subsidiary  trial  bal- 
ances must  be  taken  from  these  ledgers  and 
the  totals  transferred  to  the  general  trial 
balance  sheet,  unless  accounts 
representing  these  are  kept  in 
the  General  ledger. 

As  customers  are  charged  with 
the  merchandise  they  buy,  the 
total  of  the  balance  sheet  for  the 
Accounts  Receivable  ledger  will 
obviously  be  a  debit  balance  and 
will  be  entered  on  the  left  hand 
side  of  the  trial  balance  sheet. 

In  the  Accounts  Payable  ledger 
are  kept  accounts  with  concerns 
whom   you   owe,  and  you  credit 
them  with  the  amounts  of  the  in- 
voices  when    rendered.     There- 
fore, the  total  of  the  trial  balance 
sheet  of   the    Accounts   Payable 
ledger    will    in   all   instances   be 
a    credit    balance    and    will    be 
entered  on  the  credit  side  of  the 
general  trial  balance  sheet. 
All    accounts    found    to    be    in    balance 
(both    sides    equal)   should    either    be    ruled 
off  or  else  a  cipher  placed  at  the  bottom 
of  the  account  to  indicate  that  it  is  balanced. 
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Trial  Balance — Using  Ledger  Balance 
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npHIS  illustrates  one  method  of  taking  a  trial 
^  balance  where  ledger  balances  are  used  and 
any  Burroughs  machine  may  be  used  for  taking 
a  balance  in  this  way. 

Turn  through  the  ledger,  listing  the  debit  bal- 
ances on  each  account  in  the  usual  manner. 
When  a  credit  balance  occurs,  a  marker  is  placed 
in  the  ledger  at  the  page  on  which  this  account  is 
shown  and  the  adding  and  listing  the  debit  bal- 
ances continued  until  all  are  listed,  w^hen  a  total 
is  taken.  The  carriage  is  now  shifted  to  the  next 
position  and  the  credit  balances,  the  locations  of 


which  are  shown  by  the  projecting  markers,  are 
listed  and  added.  The  total  should,  of  course, 
agree  with  the  total  of  the  debit  balances. 

Taking  a  Sub-Total 

npHE  above  is  a  sample  of  work  where  it  is 
■*■  necessary  to  carry  a  total  from  the  bottom  of 
one  column  to  the  top  of  the  following  column. 
This  is  done  by  holding  do\vn  the  button  marked 
S.  T.    The  machine  will  then  print  the  total  but 


the  amount  will  remain  in  the  machine.  Shift  the 
carriage  to  position  for  second  column,  and  again 
depress  the  Sub-Total  key  and  pull  the  lever. 
This  will  again  print  the  total  and  leave  the 
amount  in  the  machine.  The  items  belonging  to 
the  second  column  should  now  be  listed  and 
when  finished  Sub-Total  taken  and  carried  to  the 
next  column  as  before.  When  all  columns  are 
finished  take  the  final  total  in  the  regular  way 
\vith  the  Total  key.  The  machine  is  used  in  this 
w^ay  for  all  tabulating  work  of  more  than  one 
column  where  a  total  of  all  amounts  is  desired. 
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Example  of  work  on  a  IS  column  Burroughs 

Trial  Balance— t/si/7^  Ledger  Fc 

\X7HERE  a  balance  le 
'"    bookkeeper  desire 
the  balance  on  all  accou 
footings  may  be  listed 
take  a  trial  balance.    "Vt 
of  a  capacity  of  nine  cc 
necessary  to  turn  throu 
for  the  debit  footings  an 
ings. 

The  most  convenient 
trial  balance  in  this  forr 
ity  of  fifteen  or  seventec 

dger  is  not  used  and  the         with  a  keyboard  that  may  be  "split"  into  two 
i  to  avoid  the  figuring  of         separate  adding   sections.    In   this   way    much 
nts,  the  debit  and  credit         time  may  be  saved,  as  both  debit  and  credit  foot- 
ind  added  separately  to         ings  may  be  listed  on  two  sections  of  the  key- 
rhen  the  machine  used  is         board  at   the  same  time.    This  will    save    the 
>lumns  or  less  it  will  be         necessity  of  going  through  the  ledger  twice.  The 
jh  the  ledger  twice— once         above  example  illustrates  the  use  of  a  split  key- 
d  once  for  the  credit  foot-         board. 

Equally  well  adapted  to  this  form  of  trial  bal- 
machine  for  taking  off  a         ance  is  the  Burroughs  Duplex,  which  model  Is 
n,  is  one  having  a  capac-         equipped  with  two  sets  of  adding  wheels  to  ac- 
n  columns  of  figures  and         commodate  two  separate  totals  in  the  machine 

Dr, 


Cr 


3  4  5  .3  4 

5  4  5  .4  0 

4  3  2  .1  0 

3,  5  0  5  .5  0 

1,  2  2  5  .6  0 

2,  2  5  6  .5  0 

5  4.3  0 

5  6.4  0 

5,  3  4  5  .3  0 

3  4.5  6 

5  6  0  .8  0 

1,  3  9  9  .0  8 

6  6.5  0 

1,  3  4  3  .4  0 

1,  4  3  4  .3  0 

3  2  3  .4  0 

9,  4  6  4  .2  4 


9,  4  6  4  .2  4  ^ 


Example  of  ^vork  on  a  duplex,  shuttle  carriage 
Burroughs 


at  the  same  time.  For  example,  the  debit  foot- 
ings may  be  accumulated  in  the  upper  and  the 
credit  footings  in  the  low^er  set  of  adding  wheels. 

n^HIS  machine  may  be  equipped  with  a  "Shut" 
■*•  tie"  carriage  v/hich  will  automatically  shift 
from  the  debit  to  the  credit  column  and  back 
again,  adding  the  debit  items  in  the  upper  and  the 
credit  items  in  the  lower  set  of  adding  \vheels. 

Trial  balances  are  usually  made  on  wide  sheets 
of  paper  having  six  or  eight  columns  to  a  sheet. 
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■'.i 

2,  3  2  9  .4  4  s 

4,  0  5  4  .5  5  S 

3  4.5  0 

3  4.3  4 

3.4  0 

4  4  5  .0  0 

4  3.4  0 

3  4.3  0 

3  4.4  0 

5  4.5  0 

5  5  .0  0  # 

2  3  .3  0  # 

6  5.6  0 

6.5  0 

3  4.5  0 

5  5  6  .0  0 

4  5.0  0 

5  3.5  0 

4  5.3  0 

■3  4.4  0 

4  4  0  .6  0 

2  1  2  .0  0 

4  2.2  0 

3  5.7  0 

2  3.1  0 

3  4.2  0 

5  4  .5  5      ■ 

2.3  4 

1  2  1  .0  0 

3  3  5  .0  0 

3  3.6  0 

1  2.3  0 

2  3  .4  0  ^^ 

6.4  8 

2  3.8  0 

3  2.4  0 

8.5  5 

4  0  2  .0  6  # 

4  4.5  6 

3.0  0 

5  5.6  6 

•      5  6  .4  0 

3  4.0  0 

6  6.3  0 

4  5.6  7 

2.3  0 

3  4.5  5 

7  7.4  0 

6.4  4 

5.6  6 

4.0.0 

4  5.4  0 -It 

6  3.0  5 

5  .5  5  ^^ 

5  3.6  6 

5.0  O^t 

3.7  7 

6  6.3  0 

4  4.6  5 

7.6  5 

3  3  0  .4  0  -/f 

6.4  3 

5  4.0  4 

4' 5. 6  0 

7  6.4  3 

2  2.2  0 

6  7.7  0 

6  6  4  .3  0 

5  4  .4  3  ^Z- 

3.5  0 

5.0  5 

7.5  0 

5.3  3 

3  3.0  0 

7  .6  6  ^f 

3  0.0  5 

2  5  0  0  .0  0  # 

4  5  .6  0  # 

5  5.7  0 

1,  5  4  3.5  1  ^/ 

4.5  0 

7  0.5  0 

1  0.0  0 

3  3.0  4 

6  6.0  0 

1  5.0  0 

4  3.0  0 

7  7.6  0 

3  4  0  .9  2  ^,^ 

5  0  .0  0 

.7  8 

5  0.0  0 

4  4  .5  0  ^^ 

5,  4  9  1 .7  3  ■■' 

4  5.7  0 

3.4  4 

6  5  .0  0  ^^ 

4  0.5  0 

5,  4  9  1 .7  3  ■■' 

4  5.6  6 

5.0  6 

2  3  4  .2  0 

2.4  4 

2,  3  2  9  .4  4  s 

4,  0  5  4  .5  5  s 

-)(- 

2,  3  2  9  .4  4  s 

4,  0  5  4  .5  5  s 

^s- 

2  2  4  .9  4  s 

6  4  5  .2  4  s 

3  4.5  0 

3  4.3  4 

3.4  0 

4  4  5  .0  0 

4  3.4  0 

3  4.3  0 

3  4.4  0 

5  4.5  0 

5  5  .0  0  ■ 

2  3  .3  0  = 

6  5.6  0 

6.5  0 

3  4.5  0 

5  5  6  .0  0 

4  5.0  0 

5  3.5  0 

4  5.3  0 

3  4  .4  0 

4  4  0  .6  0 

2  1  2  .0  0 

4  2.2  0 

3  5.7  0 

2  3.1  0 

3  4.2  0 

5  4.5  5 

2.3  4 

•1  2  1 .0  0 

3  3  5  .0  0 

3  3  .6  0 

1  2.3  0 

2  3  .4  0  r 

6.4  8 

2  3.8  0 

3  2.4  0 

8.5  5 

4  0  2  .0  6  1 

4  4.5  6 

3.0  0 

5  5.6  6 

5  6.4  0 

3  4.0  0 

6  6.3  0 

4  5.6  7 

2.3  0 

3  4  .5  5 

7  7.4  0 

6.4  4 

5.6  6 

4.0  0 

-  4  5  .4  0  ■ 

6  3.0  5 

5.5  5  i 

5  3.6  6 

5.0  0  ■ 

3.7  7 

6  6.3  0 

4  4.6  5 

7.6  5 

3  3  0  .4  0  ■ 

6.4  3 

5  4.0  4 

4  5.6  0 

7  6.4  3 

2  2.2  0 

6  7  .7  0 

6  6  4  .3  0 

5  4  .4  3  ■ 

3.5  0 

5.0  5 

7.5  0 

5.3  3 

3  3.0  0 

7.6  6  ■ 

3  0.0  5 

2,  5  0  0  .0  0  1 

4  5  .6  0  ■ 

5  5.7  0 

1,  5  4  3  .5  1  ■ 

4.5  0 

7  0.5  0 

1  0.0  0 

3  3.0  4 

6  6.0  0 

1  5.0  0 

4  3.0  0 

7  7.6  0 

3  4  0 .9  2  ■ 

5  0.0  0 

.7  8 

5  0.0  0 

4  4  .5  0  ■ 

5,  4  9  1 .7  3  ¥ 

4  5.7  0 

3.4  4 

6  5  .0  0  r 

4  0.5  0 

4  5.6  6 

5.0  6 

5,  4  9  1 .7  3  ^- 

2  3  4  .2  0 

2.4  4 

2,  3  2  9  .4  4  s 

4,  0  5  4  .5  5  s 

2  2  4  .9  4  s 

6  4  5  .2  4  s 

Trial  Balance — Using  Eliminating  Key 


Trial  Balance — Using  Duplex  Burroughm 


Trial  Balance  —  Using  Elimi- 
nating Key 

THE  above  illustration  shows  a  method  of 
taking  off  a  trial  balance,  using  ledger 
balances.  This  work  may  be  accomplished 
on  any  machine  equipped  with  an  eliminating 
key. 

Start  at  the  first  page  of  the  ledger  and  list 
and  add  all  balances.  When  an  account  is 
reached  which  shows  a  credit  balance,  it  is 
listed  in  the  same  manner  as  the  debit  balances, 
but  with  the  eliminating  key  depressed,  thus 
preventing  its  addition  to  the  debit  balances. 


The  symbol  (#)  shows  that  the  amounts 
for  the  credits  have  been  eliminated  from  the 
total  of  the  debits.  When  all  debits  have 
been  listed  and  added  the  total  is  printed, 
then  the  carriage  is  thrown  back  out  of 
printing  position  and  the  credits,  as  shown  by 
the  eliminaticn  sign  (#)  are  added  and  the 
total  is  printed. 

The  eliminating  key  is  of  great  advantage  in 
work  of  this  nature,  because  it  enables  the 
bookkeeper  to  transcribe  all  debits  and  credits 
from  his  ledger  without  the  necessity  of  turn- 
ing through  the  book  twice ;  and  in  instances 
where  the  credits  are  comparatively  few,  it  is 
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a  simple  operation  to  pick  these  out,  secure  a 
total  with  the  carriage  thrown  back,  and  print 
the  total  in  the  column  under  the  debit  total. 

Trial  Balance —  Using  Burroughs 
Duplex 

IF  the  Duplex  model  (a  Burroughs  with  two 
sets  of  adding  wheels)  is  used,  the  trial  bal- 
ance may  be  made  up  in  the  same  manner  as 
with  the  eliminating  key,  the  debit  balances 
being  accumulated  in  the  upper  and  the  credit 
balances  in  the  lower  set  of  adding  wheels. 
The  use  of  this  machine  saves  the  time  of 
going  back  and  adding  up  the  credit  balances. 


1  2.7  7 

2  5.5  0 

3  2.3  5 

1  1.5  5 

5  0.0  0 

2  2.6  5 

1  1.6  5 

3  3.7  6 

4  5.7  6 

1  2.8  6 

2  3.5  6 

2  2.5  0 

4  2.5  5 

1 


847. 4  6S    1,  656.6  7S 


1  Balance 

New 

Balance 

4  7  .4  6  S 

1,  6  5  6  .6  7  s 

9  1  9  .6  7  s 

2  4.2  3 

1  2  0  .0  0 

2  4  3  .9  6 

1  5  6  .5  0 

3  2.5  0 

3  3.5  0 

3  4.5  0 

1  4  5  .6  5 

3  2.5  5 

5.4  0 

1  5.0  0 

1  0  0  .0  0 

Old  Bal. 

1,  9  9  4  .5  2 

5  0.0  0 

1  3  4  .4  5 

2  5.0  0 

2  2.5  0 

Mdse.   Sales 

8  8  2.5  0 

2  5.6  5 

4  4.5  0 

2  5.0  0 

3  2.5  5 

Cash  Paid 

3  1  2  .7  5 

3  2.5  0 

2  3  5  .7  5 

4  2.5  0 

3  3.6  5 

1,  9  9  4  .5  2  * 

1  5.0  0 

1  5  0  .0  0 

3, 1  8  9  .7  7 

7.  5  .0  0 

3  3.5  0 

2  5.0  0 

2  6.2  5 

1  3  2  .5  5 

4  7.5  6 

New  Bal. 

2,  6  5  4  .3  4 

4  2.8  0 

1  2.5  0 

3  5  0  .0  0 

Mdse.   Retd. 

1  2  2  .3  1 

5  5.6  7 

7  5.7  6 

4  5  2  .4  1 

Cash  Reed. 

4  1  3  .1  2 

3  3.2  1 

2  5.6  5 

2  1  0  .0  0 

4  5.2  0 

4  5.5  0 

3, 1  8  9  .7  7 

9  1  9  .6  7  s 


2,  6  5  4  .3  4  - 


A  DAILY  balance  of  the  ledger  is  desirable, 
^^  and  may  take  the  place  of  the  monthly  trial 
balance.  It  is  in  reality  a  daily  trial  balance  for 
which  it  is  necessary  to  consider  only  the  bal- 
ance of  the  accounts  that  have  been  changed 
during  the  day.  When  a  posting  is  made  in  the 
ledger,  the  new  balance  is  extended  and  a  colored 
marker  inserted  at  the  page  where  posting  is 
made.  Debit  and  credit  postings  are  dis- 
tinguished by  markers  of  different  colors. 

After  all  postings  have  been  made,  a  sheet 
is  inserted  in  the  machine  and  the  old  balances 
on  all  accounts  indicated  by  markers;  that  is,  old 
balances  on  all  accounts  that  have  been  changed 
during  the  day,  are  first  listed  and  added. 


A  Daily  Ledger  Balance 

The  bookkeeper  then  turns  through  the  ledger 
the  second  time  and  lists  and  adds  the  new  bal- 
ances on  the  same  accounts.  In  case  a  new  ac- 
count has  been  opened  the  balance  is  considered 
a  new  balance,  and  if  an  account  has  been  closed 
the  old  balance  only  is  used. 

After  the  old  and  new  balances  have  been 
listed  and  added,  a  recapitulation  is  made  by 
adding  to  the  total  of  the  old  balances  the  foot- 
ings of  the  sales  book  and  the  footings  of  the 
credit  side  of  the  cash  book.  To  the  new  bal- 
ances add  the  merchandise  returned  and  the 
debit  footings  of  the  cash  book.  The  rpsults 
should  balance. 


A  balance  prepared  in  this  way  proves  the 
postings  and  the  balances  on  the  numerous  ac- 
counts, checks  the  footing  of  the  cash  book,  the 
sales  book  and  merchandise  returned. 

TF  a  large  machine  with  split  keyboard  is  used 
the  old  and  new  balances  may  be  taken  from 
the  ledger  at  the  same  time,  using  the  left  side  of 
the  machine  for  old  balances  and  the  right  side 
for  new  balances. 

The  Duplex  Burroughs  is  also  a  most  conven- 
ient machine  for  this  work  as  the  old  balances 
may  be  listed  in  the  upper  and  the  new  balances 
in  the  lower  set  of  adding  wheels. 
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TRIAL     BALANCE 


.6  7 
.6  7 

.6  8 
.6  9 
.7  2 
.7  2 
.7  3 
.7  5 
.7  7 
.7  8 
.8  0 
.8  5 
.8  6 
.8  6 
.8  7 
.9  0 


MONTH  OP 


April-    /9II 


3  4  5.5  6 

4  5.5  0 

5  3.3  0 
5,4  4  5.3  4 

6  5  0.0  0 

3  4/1.0 

4  5.5  0 

5  4.4  0 

4  3.5  6 

5  4.30 
12  1.12 
10  6.9  0 

5  6.6  0 

4  4.3  4 

5  3.3  0 
4  3.3  5 


6,5  4  5.4  3 

3  5  4.3  0 

3  4.20 

5.4  0 

3  4.6  0 

4  3.2  0 

2  0  2.4  O 
3,5  5  4.5  6 

8.7  7 

6.5  6 

5  0.0  0 

4  5.00 
c  2  5 .0  0 

3  5  0 .0  0 
1  3  4.4  0 

5  0.0  0 


MONTH  OF 


To  Show  Names  of  Accounts 

'^XT'HERE  it  is  desired  to  show 
"''  names  of  accounts  on  a 
trial  balance,  it  is  best  to  have 
the  trial  balance  sheets  ruled 
and  punched  for  a  loose  leaf 
binder.  The  names  of  all  ac- 
counts can  then  be  typewritten 
on  a  master  sheet  in  regular  or- 
der as  they  appear  in  the  ledger. 
It  is  then  an  easy  matter  to  list 
the  balance  sheet  on  the  Bur- 
roughs so  that  footings  or  bal- 
ances will  fall  oppositethe  name 
of  the  proper  account.  Nothing 
at  all  is  listed  where  an  account 
is  closed  or  balances,  but  the 
usual  spacing  stroke  is  taken  on 
the  machine  for  each  account 
whether  it  balances  or  not. 

Another  convenient  way  of 
identifying  accounts  without 
the  names  is  to  use  the  folio 
number  instead  of  account 
names.  See  example  of  work 
on  lower  part  of  page  6. 

A  master  sheet  for  names  is 
used  by  many  progressive  firms 
for  their  pay  rolls. 
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DryGoods      Groceries      Clothing      Boots&S.     Hardware        Mlsc 


Total 


1  8.0  0 

2.5  0 

2  3.0  0 
2.0  0 

1  5.0  0 

1.8  0 

2  0.0  0 

5.6  0 
0.0  0 

9.9  8 

2.7  5 
2.5  0 
3.4  5 


1 


1 


4.5  0 
3.4  5 

2.6  0 

1  4.5  0 

1.3  0 
.7  5 

6.6  5 

2  3.5  0 

6.4  5 
5.3  5 

1  2.5  5 

8  1.6  0 


1  8.0  0 

2  2.5  0 

1  5.0  0 

1  2.5  0 

3  2.5  0 
7.5  0 
3.7  5 
4.5  0 
50  0 

2  7.5  0 
6.7  5 
5.4  0 

1  6  0  .9  0 


1  2  6.5 


3.0  0 
3.0  0 
4.5  0 
7.0  0 
5.0  0 
2.5  0 
4.0  0 
6.0  0 
5.2  5 
4.0  0 
3.9  8 
3.5  0 
2.0  0 

5  3  .7  3  - 


5.0  0 

4.5  0 

.3  5 

2.5  0 

1  0.0  0 

7.5  0 

.7  5 

2.2  5 

.5  0 

.3  5 

3  3.7  0 

1  2.5  0 

8.0  0 

2  4.0  0 

2  0.0  0 

6.0  0 

.7  5 

7.5  0 

2  5.0  0 

4.0  0 

.5  0 

4.6  5 

8.0  0 

1  2  0 .9  0 

1  2  6  .5  8 
8  1.6  0 

1  6  0  .9  0 
5  3.7  3 
3  3.7  0 

1  2  0  .9  0 

5  7  7  .4  1 


'T*HE  above  is  an  illustration  of  a  sales  recapit- 
^  ulation  sheet  by  departments  or  kinds  of 
goods  sold.  A  similar  form  may  be  used  for 
showing  sales  by  salesmen,  by  clerks  or  for  any 
other  classification  desired. 

The  use  of  the  Burroughs  is  a  great  saving  of 
labor  in  the  recapitulation  or  classification  of 
sales.  A  wholesale  house  will  wish  to  know  the 
amount  sold  by  each  salesman  on  the  road,  the 
retail  dealer  by  clerks,  the  jobbing  houses  by 
commodities,  the  department  store  by  depart- 
ments and  also  by  clerks,  etc.  The  expenses  of 
salesmen,   departments,  etc.,  may  also  be  tabu- 


Recapitulation  of  Sales 

lated  in  the  same  manner  and  from  these  recap- 
itulation sheets  may  be  made  up  weekly, 
monthly  and  yearly  statements. 

Such  comparative  statement  of  sales  and  ex- 
penses furnish  material  for  securing  a  definite 
knowledge  of  the  different  departments  of  a  bus- 
iness and  are  of  great  value  to  the  careful  busi- 
ness man. 

Frequently  a  machine  with  a  keyboard  "split" 
into  two  sections  is  used  for  tabulating  at  one 
operation  both  the  cost  and  selling  price  of  the 
goods  sold. 

Sheets  similar  to  the  sample  and  up  to  !8  inches 


in  width  and  containing  12  to  20  columns  can  be 
prepared  on  the  Burroughs. 

By  making  use  of  a  daily  sales  recapitulation 
system  and  the  Burroughs  machine,  the  ordi- 
nary addition  of  sales  tickets  can  be  donein  half 
the  time  required  to  do  the  work  mentally,  and 
in  a  fifth  the  time  that  would  be  required  to  add 
and  list  the  records  by  hand. 

The  mere  adding  and  listing  of  items  is  not  the 
chief  point  of  advantage,  however  The  great 
value  of  such  a  system  lies  in  its  comprehensive 
survey  of  facts  as  well  as  its  detailed  informa- 
tion. 


^ .^ 

^-^^-^ — "— ^ ^_r-^ 

rv. 

Dry  Goods  = 

^Groceries  Clothing 

Boots&S. 

Hardware 

Misc. 

Total 

Jan. 

4  0  4  .0  0 

3  0  9  .7  5 

2  1  7  .5  0 

1  2  4  .3  0 

7  8.6  0 

8  8.6  0 

1,  2  2  2  .7  5  ' 

Feb. 

4  4  2  .4  0 

3  3  4  .3  0 

2  5  6  .5  0 

1  4  5  .5  0 

9  6.5  6 

6  7.5  0 

1,  3  4  2  .7  6  = 

Mar. 

4  5  6  .2  5 

3  8  7  .5  0 

2  7  5  .4  0 

1  3  5  .4  0 

1  2  0  .2  0 

8  6.5  6 

1,  4  6  1 .3  1  = 

Apr . 

4  8  1 .7  0 

3  8  9  .8  0 

2  3  2  .2  5 

1  5  6  .6  0 

9  7.6  5 

5  7.5  0 

1,  4  1  5  .5  0  = 

May- 

3  9  9  .8  0 

3  3  2  .1  0 

3  0  1 .5  5 

1  1  2  .4  0 

1  1  2  .8  0 

3  6.5  5 

1,  2  9  5  .2  0  = 

= 

June 

4  2  0  .6  0 

2  8  9  .8  0 

2  8  8  .7  5 

1  2  4  .3  0 

1  4  5.3  0 

5  8.7  0 

1,  3  2  7  .4  5  = 

c 

July 

4  2  7  .3  0 

^  1  2  .4  5 

3  1  0  .2  0 

1  6  6  .7  0 

1  2  6  .5  5 

9  0.5  0 

1,  4  3  3  .7  0  = 

- 

Aug. 

4  6  7  .7  5 

3  6  7  .6  0 

2  9  0  .9  0 

1  1  9  .8  0 

1  4  4  .6  5 

6  8.7  0 

1,  4  5  9  .4  0  = 

c 

Sept. 

4  3  9  .5  0 

3  8  5  .5  0 

2  4  5  .4  5 

1  3  5  .5  0 

1  2  0  .2  5 

6  9.6  5 

1,  3  9  5  .8  5  = 

c 

Oct. 

4  0  4  .1  0 

3  5  6  .6  0 

2  6  7  .6  0 

1  4  3  .3  0 

1  3  2  .1  5 

5  6.7  8 

1,  3  6  0  .5  3  = 

c 

Nov  . 

4  4  6  .4  0 

3  5  2  .2  5 

2  7  6  .8  0 

1  7  1  .1  0 

8  7.6  0 

8  7.5  0 

1,  4  2  1 .6  5  = 

• 

Dec. 

5  2  0  .7  0 

4  1  2  .5  0 

3  3  4  .3  0 

2  1  0  .2  5 

7  8.8  5 

5  4.3  0 

1,  6  1  0  .9  0  = 

; 

Total    5,3  1  0.5  0 


4,  2  3  0  .1  5  -  1,  7  4  5  .1  5  '■'• 

"  3,  2  9  7  .2  0  ■''  1, 


8  2  2  .8  4 


3  4  1  .1  6 


Cross  Tabulated  Statement 


'T^HE  above  example  illustrates  a  summary  of 
■*■  sales  for  the  year  under  departments  or  kind 
of  goods  sold.  In  this  same  manner  may  be 
made  up  statements  sI;ov/ing  sales  by  salesmen, 
sales  by  clerks,  tabulating  expense  reports,  or 
any  other  similar  work. 

This  shows  one  of  the  important  uses  for  the 
Burroughs  in  cross  tabulating  or  cross  adding  as 
it  might  be  called.  The  machine  is  used  in  this 
way  for  making  up  comparative  statements, 
statistical  reports  or  any  other  tabulating  work 
where  it  is  desired  to  add  across  the  page  and 
secure  a  total  in  the  last  column. 

A  machine  equipped  v/ilh  an  adjustable  stop 
bar  may  easily  be  arranged  for  any   width   of 


columns  desired,  by  simply  shifting  the  stops  on 
the  bar.  The  spacing  mechanism  is  so  set  that 
the  machine  will  not  space  and  the  items  ate 
printed  in  the  columns  across  the  page,  begin- 
ning at  the  column  on  the  left  and  shifting  the 
carriage  after  each  item  is  printed.  When  the 
total  column  is  reached  take  the  usual  spacing 
stroke  and  print  the  total  in  the  usual  way. 
After  the  totals  are  printed  in  the  last  column, 
the  total  of  each  column  may  be  secured  by  re- 
adding  the  items  of  each  column  v^'ith  the  print- 
ing carriage  thrown  back,  bringing  it  forward  to 
print  the  total  only,  at  the  bottom  of  the  column. 
The  work  may  be  proven  by  comparing  the  sum 
of  the  footings  of  the  total  column. 


1  6,  7  4  7  .0  0 


TF  a  large  amount  of  this  work  is  to  be  done,  the 
■*•  Burroughs  automatic  cross  tabulating 
machine  should  be  used.  This  machine  auto- 
matically shifts  from  column  to  column  and 
automatically  returns  again  to  the  first  column. 

If  a  Duplex  Burroughs  is  used  for  this  work,  it 
avoids  the  necessity  of  footing  the  total  columns, 
since  this  machine  is  rupplied  with  an  extra  set 
of  adding  wheels  which  are  for  the  purpose  of 
carrying  these  totals.  After  all  extensions  have 
been  made,  a  total  from  the  additional  set  of 
counters  will  give  the  grand  total  of  the  footing 
of  the  total  column. 
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DEPOSITED  BY 

The  Saginaw  Milling  Company 


in  the 


Second  National  Bank 

Saginaw,  /l/>>/»  ,APR   2  1  1911        jq 


Bank  Notes, 
Gold, 
Sillier, 
Checks, 


Reconciling  Bank  Balance 


T  X  7HEN  the  pass  book  is  returned  with  the    cancelled    checks   the 
•  •  balance  should  be  tested.     The  Burroughs  makes  this  work  very 
simple,  secures  absolutely   correct   results    and    saves    one-half  of  the 
time  it  takes  to  do  the  work  mentally. 

First  list  and  add  the  checks  returned  by  the  bank.  Next  list  the 
balance  as  shown  by  the  bank  when  previously  balanced  and  to  this  add 
all  deposits  made  since  the  book  was  last  balanced.  From  this  total 
subtract  on  the  machine  the  total  of  the  checks  returned.  This  will 
give  the  present  balance  as  shown  by  the  bank.  Now  list  by  number 
and  amount  all  checks  that  have  been  drawn  that  have  not  yet  been  re- 
turned. These  can  easily  be  found  by  checking  the  returned  checks 
against  the  stubs  of  the  check  book.  The  total  of  these  checks  sub- 
tracted from  the  balance  as  shown  by  the  bank  will  give  the  real  bal- 
ance to  your  credit  in  the  bank. 


Paid  Checks 


Bal 


4  5 .0  0-::- 


Saving  Time  in  Making  Duplicate  Records 
of  Bank  Deposits 

'TpHE  old  method  of  preparing  bank  deposits  is  to  copy  the  amount 
■*■  of  each  check  by  hand,  then  foot  the  column  of  amounts  and  after- 
wards make  a  duplicate  for  the  office  files.  By  this  method  there  is  lia- 
bility to  error  every  time  a  duplicate  is  made.  Where  there  are  a  number 
of  items  the  time  saved  in  the  preparation  of  the  deposit  ticket  with  the 
Burroughs  is  considerable. 

First,  the  amounts  are  added  and  listed  about  five  times  as  fast  as  it 
is  possible  to  do  the  work  by  hand,  and  second,  a  perfect  carbon  copy 
can  be  made  at  the  same  time  the  original  ticket  is  prepared. 

In  cases  where  the  daily  bank  deposits  are  made  up  of  a  large  num- 
ber of  items,  it  is  more  convenient  to  use  a  sheet  in  connection  with  the 
machine  and  add  and  list  the  items  in  several  columns. 

When  the  cashier  desires  to  get  his  deposit  to  the  bank  at  an  early 
hour  and  to  know  that  his  duplicate  is  an  exact  copy  of  the  items  that 
have  gone  to  bank  there  is  no  helper  that  will  lend  such  valuable  assist- 
ance as  the  Burroughs. 


4  5.4  0 

3  3  5  .5  6 

6  6.5  4 

2  5  -6  .7  0 

5  0  0  .0  0 

1  3  5  .4  5 

7  6.7  6 

5  0  .0  0  . 

1  0  0  .0  0 

4  3  3  .3  5 

5.0  0 

2  3.4  5 

2.6  7 

3  5  6  .5  0 

3  4.1  0 

3.6  0 

2,  4  2  5  .0  8  - 

Bank  Balance 

Deposits 

',  3  4  3  .3  5 

4  5  3  .3  0 

3  4  5  .5  0 

1  5  0  .7  5 

5  4  0  .2  5 

3  3  0  .6  7 

2  4  5 .5  6 

3  7  7  .9  8 

7  5  4  .3  0 

1  7  8  .8  0 

3  4  4  .4  0 

6,  0  6  4  .8  6  S 


2,  4  2  5  .0  8  ^^ 

3,  6  3  9  .7  8  - 


Checks    Outstanding 


Number 

Amount 

3  3.4  5 

5  6.5  0 

3  3.4  6 

3  2  5  .0  0 

3  3.4  8 

4  3.3  5 

3  3.5  0 

6  7.6  6 

3  3.5  6 

1  2  5  .2  5 

3  3.6  0 

4.5  0 

6  2  2  .2  6  ^ 

Bank   Balance  3,639.78 

Checks   Outstanding    6  22.2  6-//- 


True   Balance 


3,  0  1  7  .5  2  '■' 
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2.2 


1.5  0 


.8  5 


Petty  Cash 


3 


o^-X- 


T-. 


C^^^-ut^i/t     ^^  ^<^ 


// 


Amrtu 
Appri 


^f^£  '^cf 


Secretary 


Cartage   |  Poatage    | Office  Exp.]     Freight    |    EiErej 


¥^! 


2.0  0 

1.5  0 

2.0  0 

.2  5 

.4  5 

1.7  5 

.6  5 

4.0  0 

.2  5 

.6  0 

1.4  0 

3.2  5 

1  8.1  0 


2.0  0 

.2  5 

.4  0 

1.0  0 

.9  0 

.4  5 

.7  5 

.1  0 

1.4  0 

.3  5 

7.6  0 


Misc. 

Summary 

* 

* 

1.2  5 

5.6  5 

9.0  0 

7.3  0 

.4  5 

4.5  5 

•  1.6  0 

1  8.1  0 

7.0  0 

7.6  0 

.1  5 

2  5.8  3 

1.2  5 

.4  0 

6  9  .0  3  - 

3.0  0 

.1  8 

1.5  5 

2  5.8  3 


Pennies 

Silver 
Paper 
Checks 


Balance 


On  hand  Sept.  12th 
Collections 
Cash  Sales 


Paid  out 

On  hand  Sept.  13th 


1.8  1 

3  8.7  5 

3  2.0  0 

3  2  8  .7  0 

3.1  5 

4.5  5 

3.6  2 

1.1  6 

2.0  8 

3.3  4 

5.0  0 

2  2.0  0 

2  5.0  0 

4  7  1 .1  6 

9  1.5  0 

3  4  9.9  0 
5  0.9  6 

4  9  2  .3  6  s 

2  1 .2  0  # 

4  7  1 .1  6  - 


Handling  Petty  Cash 

'TpHE  handling  of  small  expenditures,  such  as  stamps,  car  fare, 
■*'  messenger,  drayage,  etc.,  occasions  much  bother  and  involves 
considerable  bookkeeping  unless  properly  handled. 

The  Burroughs  Imprest  Cash  System  is  being  adopted  by 
hundreds  of  business  houses.  The  plan  is  to  draw  a  check  for 
"cash"  to  cover  the  probable  expense  lor  a  week.  This  cash  is 
placed  in  a  drawer  from  v/hich  is  paid  all  such  items  as  It  is  desired 
to  handle  in  this  manner.  A  memorandum  is  made  out  for  each 
item  as  it  is  paid  and  placed  in  an  envelope  prepared  for  this  pur- 
pose. At  the  end  of  the  v/eek  all  memorandums  are  removed  and- 
assorted  under  the  headings  to  v/hich  the  items  should  be  charged. 
The  envelope  is  then  inserted  in  the  machine  and  the  different 
items  listed  under  the  proper  headings.  The  totals  under  the  differ- 
ent headings  will  show  the  entire  amount  paid  out. 

A  new  check  is  drav/n  for  the  amount  paid  out,  thus  replenish- 
ing the  fund  to  the  original  amount.  The  bookkeeper  then  makes 
entries,  charging  the  various  accounts  with  the  amounts  paid  out. 


^jI/Kcz\.  No.  / /^^^  \CcX    ^<i/^^/^ 


Approved 


^.  d2<-^^<Hr-»-r--L . 


Cash 
Ace 


1^ 


Inventories 

jWTUCH  of  the  labor  of  taking  inventory  may  be  avoided  by  using  the 
Burroughs  for  calculating  all  extensions  and  making  all  footings. 
The  inventory  problem  of  course  varies  with  the  different  lines  of  busi- 
ness, but  it  is  conservative  to  say  that  in  any  line  many  weary  hours  of 
the  hardest  kind  of  mental  labor  could  be  saved  and  the  work  performed 
more  accurately  and  much  more  rapidly  on  a  Burroughs. 


Balancing  Cash 


Balancing  Casti 


TT  IS  important  that  cash  be  balanced  every  day,  and  the  Burroughs 
is  of  considerable  assistance.     The  cash  as  counted  can  be  listed  on 
the  machine,  together  with  the  checks. 
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Monthly  Statements 

A  LL  firms  desire  that  monthly  state- 
ments be  sent  out  as  early  in  the 
month  as  possible,  as  a  day  gained  on 
this  work  means  more  prompt  collec- 
tions and  additional  time  to  devote  to 
other  important  work  demanding  atten- 
tion at  the  same  time  in  the  month. 

We  have  a  special  statement  Bur- 
roughs for  handling  this  work,  which 
prints  the  month,  day  and  amount. 
Hundreds  of  firms,  both  large  and  small, 
are  ready  to  testify  not  only  to  its  time 
saving  qualities,  but  are  also  enthusias- 
tic over  the  fact  that  errors  in  their 
monthly  statements  are  things  of  the 
past,  as  the  machine  is  absolutely  accu- 
rate. These  may  be  printed  either  in 
roll  form  or  in  single  sheets  and  in  either 
case  the  result  is  a  neat  and  attractive 
statement  that  will  make  a  good  impres- 
sion on  the  business  man  receiving  it. 

As  all  the  items  taken  from  a  custom- 
er's account  have  been  added  and  listed 
upon  the  statement  by  the  Burroughs, 
the  bookkeeper  is  enabled  to  compare 
and  check  the  correctness  of  his  ledger 
lootings. 

This  special  machine  is  not 
used  for  this  work  alone, 
as  the  statement  Jeat 
ure  does  not  in  any 
way  interfere 
with 


K>i 


Statement 


ManuScturers  S  Importers 
162-164    W  Jackson    Boulevard 


K/?/r/7r/r:'  MAY   4  th,    1911 

JOHN    BROWN   &   CO.  

144    JEFFERSON    AVE. 

DETROIT 


APR      1 

2  3.5  0 

3 

4  5.0  0 

6 

6  0.8  0 

B 

1  2.0  4 

10 

1  5.3  0 

15 

5  6.7  0 

25 

4  5.0  0 

30 

1  2.1  5 

2  7  0  .4  9  * 


3 

2.0  0 

10 

2  5.0  0 

80 

2  5.0  0 

30 

2  5.0  0 

7  7  .0  0  s 

BAL 

1  9  3  .4  9 

the  use  of  the  machine  as  a  straight 
adding  and  listing  machine,  but  it  is  ap- 
plicable to  any  kind  of  adding  machine 
work. 

We  publish  a  book  on  the  subject  of 
monthly  statements  which  we  will  be 
glad  to  send  you  upon  request. 


SVe  rinilcr  Slalcmcnl  on  the  first  of  each  moolh  (or  all  Bills.  DUK  AND  .M)  1    DUE.    This  is  not 
a  d.'matiJ  for  Bills  not  due.     For  Bills  NOW  DUE  plca»e  remit.  Yours  Kcspectlully. 

THAYER  &  CHANDl  r  K 
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W.  H.  BROWN  &.  COMPANY 

WHOLCSALtnS 

114  EAST  MAIN  STREET 


25 

1E4-1/2 
8-1/2 


yds. 


gingliam  at 
silk  " 

muslin      " 


*    .15 

2    16 
.03-1/4 


Baroll   27,    1911 

t      3.  75 

268. 92 

.38 


$272. 95 


Checking  Invoices 


TNCOMING  invoices  must  be  carefully  checked  before  payment  is  made  and  this  fre- 
■*•  quently  involves  considerable  work  at  a  period  in  the  month  when  other  business  is 
pressing  and  time  can  ill  be  spared. 

The  use  of  the  Burroughs  will  make  possible  the  saving  of  much  time  in  the  checking 
of  invoices,  the  accompanying  table  of  decimal  equivalents  being  used  where  fractions 
are  involved.  After  the  common  fractions  are  reduced  to  decimals,  as  shown  in  table,  it 
is  simply  a  matter  of  multiplying  the  items  on  the  machine  to  secure  the  proper  exten- 
sions. 

In  placing  figures  on  the  keyboard  for  multiplying,  consider  the  division  bet^veen  the 
fifth  and  sixth  columns  of  keys  as  the  decimal  point;  the  black  and  v/hite  keys  marking 
this  on  the  keyboard  and  the  comma  marking  it  on  the  paper.  In  this  way  a  decimal 
point  is  maintained  common  to  all  items,  with  the  comma  indicating  the  decimal  point  in 
the  product.    Multiply  from  left  to  right. 

After  a  little  practice  the  operator  w^ill  be  enabled  to  check  much  more  rapidly  than 
can  be  done  mentally  and  at  the  same  time  have  additional  assurance  of  the  accuracy  of 
the  work.  Upon  request  we  will  be  glad  to  submit  other  problems  showing  this  method 
in  detail 


Decimal  Equivalents  of  Common 
Fractions 

1 

Halve. 

3r<l> 

4th> 

6tli. 

8.hs 

I2lh. 

16th. 

.5 

.3333 

.25 

.1667 

.125 

.0833 

.0625 

2 

.6667 

.50 

.3333 

.25 

.1667 

.125 

3 

.75 

.50 

.375 

.25 

.1875 

4 

.6667 

.50 

.3333 

.25 

5 

.8333 

.625 

.4167 

.3125 

6 

.75 

.50 

.375 

7 

.875 

.5833 

.4375 

8 

.6667 

.50 

9 

.75 

.5625 

10 

.8333 

.625 

11 

.9167 

.6875 

12 

.75 
.8125 

13 

14 

.875 

15 

.9375 

Table  of  Decimals  Representing  Discounts 


T^HE  table  below  is  used  for  figuring  dis- 
counts on  the  BURROUGHS  and  is 
arranged  to  give  the  decimal  multiplier  of 
any  probable  discount  or  series  of  discounts. 
The  method  is  very  simple.  The  rate  at 
the  top  of  the  various  columns  is  the  first 
discount  of  the  series  and  in  the  column  to 


the  left  are  the  remaining  rates.  Locate  in 
the  column  at  the  top  the  first  discount  and 
follow  that  column  down  until  the  line  is 
reached  containing  the  remaining  dis- 
counts. .The  decimal  opposite  will  be  the 
proper  decimal  equivalent  to  use  as  a 
multiplier  to  secure  the  net  amount  of  the 
bill.     For  instance,  the  decimal  equivalent 


for  the  series  of  discounts,  30,  10  and  5% 
off  is  .5985.  If  the  gross  amount  of  the  bill 
should  be  $567.56,  multiply  this  amount 
by  the  decimal  .5985  and  the  result  ob- 
tained will  be  the  net  amount  of  the  bill  or 
$339.68.  The  same  problem  with  10  and 
10%  off  would  be  multiplied  by  .8100, 
giving  the  net  amount  of  the  bill  $459.72. 


Rate  of 
Discount 

10 

12i 

IS 

.85000 

16i 

.83333 

17J 

.82500 

20 

.80000 

22i 

.77500 

25 

.75000 

27i 

30 

32i 

33J 

.66667 

35 

.65000 

37i 

.62500 

40 

.60000 

42i 

.57500 

45 
.55000 

47i 

.90000 

.87500 

.72500 

.70000 

.67500 

.52500 

And2i 

.87750 

.85313 

.82875 

.81250 

.80438 

.78000 

.75563 

.73125 

.70688 

.68250 

.65813 

.65000 

.63375 

.60938 

.58500 

.56033 

.53625 

.51188 

And  S 

.85S00 
.83363 

.83125 
.81047 

.80750 
.78731 

.79167 
.77188 

.78375 
.76416 

.76000 
.74100 

.73625 
.71784 

.71250 
.69469 

.68875 
.67153 

.66500 
.64838 

.64125 
.62522 

.63333 
.61750 

.61750 
.60206 

.59375 
.57891 

.57000 
.55575 

.54825 
.53259 

.52250 
.50944 

.49875 

5  and  2i 

.48628 

5  and  5 

.81225 

.78969 
.76995 

.76713 
.74795 

.75208 
.73328 

.74456 
.72595 

.72200 
.70395 

.69944 
.68195 

.67688 
.65995 

.65431 
.63796 

.63175 
.61596 

.60919 
.59396 

.60167 
.58663 

.58663 
.57196 

.56406 
.54996 

.54150 
.52796 

.51894 
.50596 

.49638 
.48397 

.47381 

5.  5  and  2i  . . . . 

.79194 

.46197 

And7i 

.83250 

.80938 

.78625 

.77083 

.76313 

.74000 

.71688 

.69375 

.67063 

.64750 

.62438 

.61667 

.60125 

.57813 

.55500 

.53188 

.50875 

.48563 

7Jand2i 

.81169 

.78914 

.76659 

.75156 

.74405 

.72150 

.69895 

.67641 

.65386 

.63131 

.60877 

.60125 

.58622 

.56367 

.54113 

.51858 

.49603 

.47348 

7J  and  5 

.79088 

.76891 

.74694 

.73229 

.72497 

.70300 

.68103 

.65906 

.63709 

.61513 

.59316 

.58583 

.57119 

.54922 

.52725 

.48331 

.46134 

7i,  5  and  2i  . . . 

.77110 

.74968 
.78750 

.72826 
.76500 

.71398 
.75000 

.70685 
.74250 

.68543 

.66401 

.64259 
.67500 

.62117 
.65250 

.59975 
.63000 

.57833 
.60750 

.57119 
.60000 

.55691 
.58500 

.53549 

.51407 

.47123 
.49500 

.44981 

And  10 

.81000 

.72000 

.69750 

.56250 

.54000 

.51750 

.47250 

10  and  2i 

.78975 

.76781 

.74588 

.73125 

.72394 

.70200 

.68006 

.65813 

.63619 

.61425 

.59231 

.58500 

.57038 

.54844 

.52650 

.50456 

.48263 

.46069 

10  and  5 

.76950 

.74813 

.72675 

.71250 

.70538 

.68400 

.66263 

.64125 

.61938 

.59850 

.57713 

.57000 

.55575 

.53438 

.51300 

.49163 

.47025 

.44888 

10,  5and2i... 

.75026 

.72942 

.70858 

.69469 

.68774 

.66690 

.64606 

.62522 

.60438 

.58354 

.56270 

.55575 

.54186 

.52102 

.50018 

.47933 

.45849 

.43765 

lOandTi 

.74925 
.73052 

.72844 

.70763 

.69375 
.67641 

.68681 
.66964 

.66600 
.64935 

.64519 
.62906 

.62438 
.60877 

.60356 

.58847 

.58275 
.56818 

.56194 
.54789 

.55500 

.54113 

.52031 
.50731 

.49950 
.48701 

.47869 

.45788 

.43706 

10,  Viand  2}.. 

.71023 

.68993 

.54113 

.52760 

.44643 

.42614 

10,  7iandS ... 

.71179 

.69202 

.67224 

.65906 

.63270 

.59316 

.57339 

.55361 

.52725 

.51407 

.49430 

.47453 

.43498 

.41521 

10  and  10 

.72900 

.70875 

.68850 

.67500 

.66825 

.64800 

.62775 

.60750 

.58725 

.56700 

.54675 

.54000 

.52650 

.50625 

.48600 

.46575 

.44550 

.42525 

10,  10  and  5... 

.69255 

.67331 

.65408 

.64125 

.61560 

.57713 

.55789 

.53865 

.51300 

.50018 

.48094 

.46170 

.44246 

.42323 

.40399 

10,  10  and  10  . 

.65610 

.63788 

.61965 

.60750 

.58320 

.54675 

.51030 

.48600 

.47385 

.43740 

.40095 

.38273 

Rate  of 
Discount 


And2i 

And  5 

Sand2i 

5  and  5 

5.  5  and  2i  . . . 

And  7* 

7iand2i 

7i  and  S 

74,  5  and  2}  .  ■ 

And  10 

lOand  2t 

1 0  and  5 

10,  5  and  2i.. 
10and7i 

10,  7iand2j. 
10,  7iand  5.. 
10  and  10  .... 
10,  10  and  5.. 
10,  10  and  10 


SO 

ismoo 

.48750 
.47500 
.46313 
.45125 

.43997 
.46250 
.45094 
.43938 
.42839 

.45000 
.43875 
.42750 
.41681 
.41625 

.40584 
.39544 
.40500 
.38475 
.36450 


52i 

.47500 
.46313 
.45125 
.43997 
.42869 

.41797 
.43938 
.42839 
.41741 


.42750 
.41681 
.40613 
.39597 
.39544 

.38555 

.38475 
.36551 
.34628 


S5   574 


.45000  I 
.43875 
.42750 
.41681  I 
.40613  j 

.39597  I 
.41625 
.40534 
.39544 
.38555 . 

.40500 
.39488 
.38475 
.37513 
.37463 

.36526 
.35589 
.36450 
.34628 
.32805 , 


.42500 
.41438 
.40375 
.39366 
.38356 

.37397 
.39313 
.38330 
.37347 
.36413 

.38250 
.37294 
.38338 
.35429 
.35381 

.34497 

.34425 
.32704 
.30983 


60   62i 


.40000 
.39000 
.38000 
.37050 
.36100 

.35198 
.37000 
.36075 
.35150 
.34271 

.36000 
.35100 
.34200 
.33345 
.33300 

.32468 
.31635 
.32400 
.30780 
.29160 


.37500 
.36563 
.35625 
.34734 
.33844 

.32998 
.34688 
.33820 
.32953 
.32129 

.33750 
.32906 
.32063 
.31261 
.31219 

.30438 
.29658 
.30375 
.28856 
.27338 


65 

.35000 

66§ 

.33333 

67J 
.32500 

70 

72i 

75 

77h 

80 

82i 

85 

.30000 

.27500 

.25000 

.22500 

.20000 

.17500 

.15000 

.34125 

.32500 

.31688 

.29250 

.26813 

.24375 

.21938 

.19500 

.17063 

.14625 

.33250 

.31667 

.30875 

.28500 

.26125 

.23750 

.21375 

.19000 

.16625 

.14250 

.32419 

.30875 

.30103 

.27788 

.25472 

.23156 

.20841 

.18525 

.16209 

.13894 

.31588 

.30083 

.29331 

.27075 

.24819 

.22563 

.20306 

.18050 

.15794 

.13538 

.30798 

.29331 

.28598 

.26398 

.24198 

.21998 

.19799 

.17599 

.15399 

.13199 

.32375 

.30833 

.30063 

.27750 

.25438 

.23125 

.20813 

.18500 

.16188 

.13875 

.31566 

.30063 

.29311 

.27056 

.24802 

.22547 

.20292 

.18038 

.15783 

.13528 

.30756 

.29292 

.28559 

.26363 

.21969 

.19772 

.17575 

.15378 

.13181 

.29987 

.28559 

.25703 

.21420 

.17136 

.12852 

.31500 

.30000 

.29250 

.27000 

.24750 

.22500 

.20250 

.18000 

.15750 

.13500 

.30713 

.29250 

.28519 

.26325 

.24131 

.21938 

.19744 

.17550 

.15356 

.13163 

.29925 

.28500 

.27788 

.25650 

.23513 

.21375 

.19238 

.17100 

.14963 

.12825 

.29177 

.27788 

.27093 

.25009 

.22925 

.20841 

.18757 

.16673 

.14583 

.12504 

.29138 
.28409 

.27750 
.27056 

.27056 
.26380 

.24975 
.24351 

.22894 
.22321 

.20813 
.20292 

.18731 

.16650 

.14569 

.12488 

.16234 

.14205 

.12175 

.27681 

.25703 

.23726 

.21749 

.19772 

.17795 

.15818 

.13340 

.11863 

.28350 

.27000 

.26325 

.24300 

.22275 

.20250 

.18225 

.16200 

.14175 

.12150 

.26933 

.25650 

.25009 

.23085 

.21161 

.19238 

.17314 

.15390 

.13466 

.11543 

.25515 

.24300 

.23693 

.21870 

.20048 

.18225 

.16403 

.14580 

.12758 

.10935 

87J 

.12500 
.12188 
.11875 
.11578 
.11281 

.10999 
.11563 


.11250 
.10969 
.10688 
.10420 
.10406 


.09886 
.10125 
.09619 
.09113 


90 

.10000 
.09750 
.09500 
.09263 
.09025 

.08799 
.09250 
.09019 
.08788 


.09000 

.08775 
.08550 
.08336 
.08325 

.08117 
.07909 
.08100 
.07695 
.07290 
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Multiplication,  Subtraction  and  Division  by  Machinery 

The  use  of  the  Burroughs  for  multiplication,  subtraction  and  division,  in  some  lines  of 
business,  is  quite  as  important  and  constant  as  for  addition.  The  accuracy,  the  speed, 
and  the  advantage  of  having  a  printed  record  of  all  operations,  are  so  apparently  in  its 
favor  for  this  everyday  use  that,  where  a  wide  diversity  of  work  is  to  be  accomplished, 
the  choice  of  the  Burroughs  is  foregone. 


Multiplication 

MULTIPLICATION  on  the  Burroughs 
is  repeated  addition.  When  the 
Repeat  Button  is  depressed,  the  amount 
set  into  the  machine  is  added  and  listed 
as  fast  as  the  handle  is  pulled. 


2.2  6 
2.2  6 
2.2  6 
2.2  6 
2.2  6 


1  1 .3  0  - 


Suppose  it  is  de- 
sired to  multiply 
226  by  5.  Set  the 
226  in  the  ma- 
chine, pull  the 
ban  die  five  times, 
release  the  keys 
with  the  Release 
Button  and  take 
the  total.  This 
total  is  the  pro- 
duct. 


2  4.3  4 

2  4.3  4 

2  4  3  .4  0 

2  4  3  .4  0 

2  4  3  .4  0 

2,  4  3  4  .0  0 

2,  4  3  4  -.0  0 

2,  4  3  4  .0  0 

2,  4  3  4  .0  0 

1  0,  5  1  4  .8  8  -'' 

Suppose  it  is  desired  to 
multiply  2434  by  432. 
Where  a  number  is  multi- 
plied by  432  it  is  equiva- 
lent to  multiplying  it  by  2 
and  three  times  by  ten 
and  four  times  by  100. 

Multiplicand 


2.4 
7.4 
3.4 
5.4 
5.4 
4.5 
7.6 


Multiplier 

5.3  3 
3.6  7 

4.4  4 
L  2.3  3 

6.5  5 
2.3  5 
1.2  2 


1  1,  9  6  5  .8  5 

2,  7  3  0  .4  8 

5,  9  7  1 .8  0 

6,  7  1  9  .8  5 
1  6,  6  6  9  .7  5 

8, 1  1  6  .9  0 

9  3  3  .3  0 


If  it  is  desired  to  print  only  the  products, 
without  the  intermediate  process  of  obtain- 


ing them,  it  can  be  done  by  throwing  the 
carriage  out  of  printing  position  while  the 
multiplication  is  being  made,  and  restoring 
it  only  for  the  printing  of  the  product. 


2  2  .4  5  ^i- 
5  .3  3  ^Z- 


7  .4  4  ^Z- 
3  .6  7  -/Z 


1  1,  9  6  5  .8  5  -  2,  7  3  0  .4 


The  total  may  be  printed  in  a  column  to 
the  right  of  the  multiplier  and  multiplicand 
as  shown  in  the  previous  column,  or  the 
multiplier  and  multiplicand  may  be  printed 
as  shown  above,  with  the  eliminating  key 
depressed,  and  the  products  printed  as  a 
total  under  them. 


Subtraction 

TO    perform   subtraction    on    the    Bur- 
roughs proceed  as  follows: 
Suppose    it    is    desired    to    subtract    4637 
from    12652.      The    12652  is  set    into    the 


9,  9  9  9, 


1  2  6  .5  2 
9  5  3  .6  3 

8  0.1  5 


machine  and  the  handle  pulled.  The  com- 
plement of  4637  which  is  5363  is  then  set 
into  the  machine  and  the  9's  of  each 
column  to  the  left  of  the  fourth,  or  last 
column  containing  a  part  of  the  comple- 
ment is  depressed  and  the  handle  pulled. 
Take  a  total  and  the  result  shown  will  be 
the  remainder. 

In  case  it  is  desired  to  perform  the  opera- 
tion showing  both    minuend    and    subtra- 


hend and  the  remainder  without  the  com- 
plement and  the  nines,  print  the  subtra- 
hend with   the    eliminating  key  depressed 


1  2  6  .5  2 
4  6  .3  7  f 


8  0  .1  5  " 

and  make  the  subtraction  with  the  carriage 
thrown  back. 


Division 

T~\IVISION  is  a  short  way  of  subtracting 
^-^  and  when  done  on  the  Burroughs 
involves  the  same  principle  as  subtraction, 
namely,  the  use  of  complements. 

When  3469  is  divided  by  15  the  quo- 
tient shows  how  many  times  15  can  be 
subtracted  from  3469.  It  is  found  to  be 
231  times  with  4  left  over. 

The  illustration  shows  how  the  process 


3  4.69 

9, 9  8  5 .0  0 

9, 9  8  5  .0  0 

9  9  8  .5  0 

9  9  8 .5  0 

9  9  8  .5  0 

9  9.8  5 

2  3,1|0  0.0  4  -"- 

looks  when  worked  out  on  the  machine. 
The  amount  to  the  left  of  the  vertical  line 
is  the  quotient,  while  the  remainder  is 
shown  to  the  right. 


Carbon  Copies 

/^ARBON  copies  may  be  made  on  machines 
^^  having  wide  paper  carriages  in  the  same 
manner  as  on  a  typewriter.  Where  many 
copies  are  desired  at  one  v^riting,a  machine 
specially  prepared  for  such  purpose  should 
be  used,  in  which  the  stroke  of  the  type  ham- 
mers is  heavier. 

For  varying  the  feed  of  the  paper,  a  knurled 
knob  on  the  right  end  of  the  carriage  may 
be  moved  to  four  different  positions  in  a  link 
operating  the  feed  pawl.  V/hen  the  knob  is 
in  the  uppermost  position  the  platen  does  not 
feed  on  operation  of  the  machine,  so  that  in 
this  position  items  may  be  listed  in  the  sev- 
eral columns  and  on  the  same  horizontal 
line,  as,  for  instance,  in  those  cases  v/here  it 
is  desired  to  cross-cidd  and  print  the  total  all 
on  one  line.  In  the  next  lower  or  the  third 
or  fourth  positions  the  machine  will  print 
with  single,  double  or  triple  spacing,  respec- 
tively,to  correspond  writh  that  of  the  type- 
writer. 
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Claim*  ro^t  Oeouctwhs  most  be  MAoe  witmih  10  Dws  mOM  Dat«. 


George   S  White  &  Co., 


Bbls. 

Ba{fBbls.     4233 

BOTM. 


New  York   City 


Kegs. 
Pieces. 


Lbs. 
Shipped  Via  N.Y.NH&H.R.R 


(INCORPORATED) 

TtRus:  Prompt  Cash  -  Subject  to  Siomt  Draft  ArrtR  30  Days. 


1  9 

3  4  0 

3  4  2 

8  79 

7  9 

4  0  3 

5  0  6 

117 

111 

10  0 

2  12 

5  0  6 

4  17 

4  3  6 

3  3  4 

5  0  5 

2.2  3 

2.9  6 

3.3  3 

1.9  7 

3.1  9 

2.1  7 

1.9  9 

4.0  1 

2.0  9 

1.6  7 

3.9  2 

1.6  5 

3.8  4 

2.1  6 

1.1  8 

3.9  7 

4  2  .3  3  ^' 

lire 

3 
3 
3 
3 
3 
3 
3 
3 
3 
3 
3 
3 
3 
3 
3 
3 

.4  8 


Position  5.      999999|999999999 

Add  Add 

Position  4.      9  9|9  9  9|9  999999999 

Not  Add  Add 

Position  3.      9  9  9  9  9|9  9  9  9  9|9  9  9  9  9 

Add  Add  Add 

Position  2.      9  9  9[9  999|99999999 

Not  Add  Add  Add 

Position  1.      9999999|99999999 

Not  Add  Add 

Position  0.      9999999|99999999 

Add  Add 


The  above  diagram  shows  the  different  column  arrangements  that  may  be 
secured  on  a  fifteen  column  Burroughs  when  equipped  with  the  variable  split 
device.  By  moving  the  lever  to  one  of  the  numbered  positions  the  keyboard  splits 
for  that  position  become  effective,  and  all  other  splits  are  inoperative. 

The  9, 11,  13  and  17  column  machines  may  also  be  equipped  with  this  device. 


RtfWt. 


2.2  0 

2.9  3 

3.3  0 

1.9  4 

3.1  6 

2.1  4 

1.9  6 

3.9  8 

2.0  6 

1.6  4 

3.8  9 

1.6  2 

3.8  1 

2.1  3 

1.1  5 

3.9  4 

4  1  .8  5  = 

Making  Invoices 

'TpHE  Burroughs  is  used  with  great  conveni- 
-*•  ence  and  saving  of  time  by  many  concerns 
in  making  out  invoices  where  order  numbers, 
weights  and  amounts  form  sufficient  description 
of  the  articles.  '  Each  invoice  can  be  made  in 
duplicate  or  triplicate  as  desired. 

The  accompanying  form  is  an  invoice  from  the 
Sessions  Foundry  Company,  of  Bristol,  Connect- 
icut. This  is  made  in  duplicate  on  a  15  column 
split  Burroughs  Adding  Machine,  the  order  or 
pattern  numbers  being  used  to  designate  the 
different  items. 

The  order  number  and  the  gross  weight  col- 
umns are  listed  at  the  same  time  and  a  total  taken 
of  the  gross  weight  only.  The  carriage  is  then 
shifted  and  the  tare  and  net  weights  are  listed 
and  added.  The  net  weight  is  then  placed  in 
the  keyboard  and  is  multiplied  by  the  price  per 
cwt.,  which  will  give  the  amount  of  the  bill. 


6.0  0 


2  5  1 .1  0  - 
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Burroughs  System  Service 


SOMEWHERE,  there  is  a  concern  in  your 
own  line,  which  has  devised  an  excellent  way 
of  handling  some  detail  peculiar  to  your  business, 
a  short-cut  to  save  time  and  money,  a  safeguard 
to  insure  accuracy  in  handling  your  accounts. 

Our  department  of  System  Service  has  col- 
lected these  ideas,  reduced  them  to  their  simplest 
form,  reproduced  them  in  facsimile,  showing 
headings,  rulings,  every  detail  of  their  use — and 
a  complete  explanation  plainly  written  by  those 
who  thoroughly  understand  the  application  of  our 
machines,  in  terms  your  bookkeeper  will  under- 
stand. 

If  you  address  an  inquiry  to  the  department  it 
will  be  promptly  and  carefully  answered,  with 
the  best  information  at  our  command.  Forms 
illustrating  the  work  outlined  will  be  sent  when- 
ever possible. 

There  is  no  charge  for  this  service,  it  places 
you  under  no  obligation.  The  department  is 
only  too  glad  to  show  any  business  man  how  he 
may  find  a  profitable  use  for  the  Burroughs.  A 
large  part  of  its  work  is  carried  on  by  mail,  with 
correspondents  in  all  parts  of  the  world,  who 
write  for  and  give  suggestions  as  to  the  use  of  the 
Burroughs  in  various  lines  of  business. 


When  you  have  looked  into  the  matter,  you 
may  wish  to  try  the  machine  and  the  short-cut 
ideas  in  the  actual  work  of  your  office,  store,  or 
factory.     Such  a  trial  will  cost  you  nothing. 

An  examination  of  the  machine  in  connection 
with  your  own  work  is  satisfying  as  to  how 
much  or  how  little  it  will  free  you  or  your  office 
assistants  from  the  drudgery  of  mental  calcula- 
tion, and  whether  or  not  it  will  afford  more  time 
for  handling  of  large  affairs,  and  preparing  for 
the  growth  of  business. 

Machines  are  available  in  seventy-five  branch 
offices,  and,  at  your  request,  one  will  be  deliv- 
ered to  you,  express  paid  and  without  obligation 
on  j'our  part.  If  you  wish  it,  a  Company  repre- 
sentative, with  knowledge  of  the  simple  and 
economical  handling  of  office  detail,  will  explain 
how  the  machine  may  be  adapted  to  your  pres- 
ent work.  Should  you,  after  investigation,  decide 
not  to  purchase  at  present,  the  machine  will  be 
returned  to  our  branch  office,  all  expense  being 
ours,  and  we  will  feel  under  obligation  to  you  for 
having  examined  it.  Again  at  a  later  time,  if  you 
wish,  when  there  is  a  rush  of  work,  a  machine 
can  be  submitted  for  your  use,  and  possibly  with 
the  knowledge  gained  by  its  previous  use,  you 
may  find  the  need  for  it  in  your  business. 


In  several  booklets  and  folders  we  have  treated  different  machines  and  different  uses 
and  have  explained  them  in  detail.  Below  ^re  ^ive  a  partial  list  of  our  more  repre- 
sentative booklets  and  folders.     Any  of  them  will  be  gladly  sent  you  upon  request: 


Cost  Keeping  Short-Cuts 

One  hundred  and  ninety-two  pages,  with  illustrations,  of 
interest  to  the  manufacturer,  on  the  subject  of  costs. 

A  Belter  Day's  Work 

A  book  of  one  hundred  and  ninety-two  pages,  with  illustrations, 
of  how  retailers,  wholesalers  and  manufacturers  of  today  are  using 
Burroughs  machine  methods  with  a  corresponding  saving  of  time, 
worry  and  expense,  over  the  old  hand  method. 

Monthly  Statements 

Showing  examples  of  monthly  statements  to  customers  that 
are  being  used  by  proprietors  of  retail  stores,  department  stores, 
manufacturers,  wholesalers  and  jobbers.  Examples  are  shown  as 
made  by  various  types  of  the  Burroughs  machines  for  listing 
month,  date,  with  special  characters  to  describe  goods,  invoice 
numbers,  weights,  amounts  and  prices;  also  for  securing  trial 
balance  of  customer's  ledger  at  same  time  statements  are  made. 

Department  Stores 

Illustrated  by  examples  of  work  in  actual  use  by  different  de- 
partment stores  who  compile  their  many  figures  by  use  of  the  Bur- 
roughs Bookkeeping  machine. 

Grain  and  Hay  Business 

Contains  examples  of  work  done  on  the  Burroughs  bookkeeping 
machine  by  proprietors  in  the  grain  and  hay  trade,  who  desire  the 
most  economical  way  of  figuring  weights  and  prices  of  grain  and 
hay,  inventories,  recapitulation  of  sales,  tally  sheets,  invoices  and 
statements. 


Lumber  Business 

Showing  the  use  of  the  adding  and  listing  machine  for  mills 
yards,  camps,  builders,  architects  and  contractors. 

The  Coal  Mine 

An  outline  of  the  way  in  which  a  coal  mine  is  at  the  present 
time  compiling  practically  the  whole  of  their  records  by  the  use  ol 
the  Burroughs  bookkeeping  mnchine.  This  includes  the  handling 
of  the  accounts  of  the  company's  store,  the  miners'  houses,  weights 
and  amounts  paid  for  coal  mined,  cribs,  yardage,  dues  and  sub- 
scriptions, wage  computing  tables  and  miners'  statements. 

Laundries 

Explains  hov/  the  Burroughs  is  being  used,  and  the  most  up-to- 
date  method  of  handling  laundry  lists,  drivers'  routes,  collections 
and  batches. 

Insurance. 

This  folder  explains  and  illustrates  the  application  of  the  Bur- 
roughs to  the  handling  of  insurance  detail  and  figures. 

Creameries  and  Dairies 

Illustrating  shorter  and  easier  methods  of  handling  the  detail 
incident  to  this  business.  All  forms  reproduced  are  from  actual 
experience. 

Other  folders  are  in  course  of  preparation,  to  show  the  use  of 
the  Burroughs  for  retail  stores,  wholesalers,  manufacturers,  city, 
county  and  state  offices,  breweries,  coal  and  coke,  ice,  public  service 
corporations,  produce  merchants,  etc. 
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y^HE  BURROUGHS  is  essentially  an 
^*^  adding  and  listing  machine,  but  as  wider 
fields  for  its  usefulness  have  been  developed, 
it  has  been  found  so  well  adapted  to  do  so 
many  different  things  in  accounting  work, 
that  it  has  earned  the  name  "Burroughs 
Bookkeeping  Machine."  They  are  made  in 
different  sizes,  with  six,  seven,  nine,  eleven* 
thirteen,  fifteen  and  seventeen  columns  of 
keys.  Printing  carriages  are  built  to  accom 
modate  paper  2^;",  lOi",  12i"  and  18"  wide. 
Built  with  electric  drive'if  desired.  Can  be 
equipped  for  adding  and  listing  dollars  and 
cents^eet  and  inches— fractions  of  i,  i,  iV. 
-hours  and  minutes — tons  and  hundred 
weights  —  dates  and  amounts.  May  have 
split  and  normal  device  for  dividing  key- 
board into  two  or  more  sections,  for  add- 
ing and  listing  two  or  more  sets  of  figures  at 
one  operation.  Can  be  equipped  with  shut- 
tle or  cross  tabulating  carriages  for  auto- 
matically listing  and  adding  across  a  sheet  or 
form  in  two  or  more  columns.  May  be 
built  with  two  sets  of  total  wheels,  to  accu- 
mulate two  separate  totals  at  the  same  time. 
Will  print  one  or  more  carbon  copies  as 
desired. 


TIME-KEEPER'S  DAILY  REPORT. 

Department  no Date _... 

LIST   AND  CLASSIFY  UNDER  PROPER  HEADING  ABSENT.    LATE,  PASS 
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Figure  2— Time  Keepers  Daily  Report,  size  4"  %6" 


Figure  1— Time  Clock  Card,  size  3i!'  x  51 
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Photograph  by  courtesy  of  the  Simmons  Mamifacttiring  Company.  Kenosha,  Wisconsin. 


The  Burroughs  Bookkeeping  Machine 
For  CompiHng  Pay  Rolls 

The  computing  of  wages,  compiling  of  a  Pay  Roll  and  the  paying  of  employees  have 
long  been  a  tedious  and  costly  part  of  the  accounting  of  all  factories  and  industrial 
establishments.  By  the  use  of  the  Burroughs  this  work  is  cut  down,  simplified  and 
made  much  less  costly.     Much  time  is  saved  and  mistakes  are  of  rare  occurrance 


^  B^  ITHIN  the  limited  space  at  our  com- 
I  I  y  mand  it  would  be  impossible  to  re- 
VAX  produce  samples  of  the  many  adding 
machine  made  pay  rolls  that  have  been  sent 
to  us  by  our  users.  Therefore  we  have 
selected  only  those  which  illustrate  the  prin- 
cipal forms  and  methods  by  which  pay  rolls 
are  prepared. 

Among  those  shown  you  will  find  exam- 
ples of  work  done  on  a  regular  nine  column, 
quarter  fraction  Burroughs,  where  only  the 
amounts  of  earnings  are  added  and  the  names 
are  written  in  with  the  typewriter.  Another 
shows  how  a  larger  machine,  adding  both 
hours  and  amounts  simultaneously,  is  used. 
Another  illustrates  the  adaptation  of  an  ad- 
dressing machine  for  entering  names,  rates 
and  so  forth,  in  conjunction  with  the  adding 
machine,  the  names  being  run  at  one  opera- 
tion with  the  former  and  the  time  worked 
and  amounts  at  a  second  operation  with  the 
latter. 

There  are  still  other  forms  showing  cross 
tabulated  pay  rolls  prepared  with  a  Bur- 
roughs Duplex  Automatic  Cross  Tabulating 
Machine  which  secures  the  earnings  of  each 
workman  and  a  grand  total  of  earnings  for 
all  workmen  at  one  operation;  a  pay  roll  dis- 
tribution sheet;  a  pay  roll  on  which  hours 
and  minutes  are  used  and  an  adding  machine 
method  for  quickly  and  accurately  calculating 
the  number  of  bills  and  coins  necessary  to 
make  up  the  pay  roll. 

While  some  of  the  forms  have  been  cut 
down  in  order  to  show  them  in  the  space  at 
our  command,  the  original  size  of  the  adding 
machine  figures  has  not  been  altered.  A  very 
comprehensive  idea  of  adding  machine  work 
can  be  obtained  by  a  perusal  of  them. 

We  presume  that   you   are  very   much   in- 


terested in  pay  rolls  and  therefore  recom- 
mend that  you  give  this  folder  careful  study, 
because  it  describes  methods  in  actual  use  by 
concerns  that  own  Burroughs  Machines  and 
have  saved  time  and  money  by  applying  them 
to    pay   rolls. 

The  Burroughs  Pay  Roll 

^^O  those  who  wish  to  know  how  other 
^^  concerns  are  handling  the  details  of  their 
time-keeping  and  pay  roll  problems,  it  will 
perhaps  be  interesting  to  read  of  some  of 
the  features  of  our  own  system  in  use  here 
in  our  factory. 

The  plan  in  force  at  present  was  adopted 
after  a  very  careful  investigation  of  the  inter- 
esting and  valuable  features  employed  by 
some  of  the  most  up-to-date  and  largest  manu- 
facturers in  the  country. 

Pay  rolls  are  made  up  weekly  and  the  pay 
roll  contains  the  employee's  number,  but  no 
name   of   workman. 

The  Burroughs  Pay  Roll  System  is  com- 
prised  of   three   parts: 

Workman's  clock  card 
Timekeeper's  daily  proof  report 
Pay  roll  sheet. 

The  Clock  Card 

^<HE  workmen  in  the  Burroughs  factory 
^^  are  paid  weekly.  The  pay,  however,  is 
held  back  one  week  in  order  to  give  the  pay- 
master and  timekeeper  ample  opportunity  to 
check  each  item  and  to  prepare  the  pay  roll 
sheets.  This  method  avoids  rush  and  confu- 
sion and  cuts  down  to  a  minimum  all  liability 
of  error. 
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The  basis  of  the  pay  roll  is  the  workman's 
clock  card,  an  illustration  of  which  is  shown 
in  Figure  i.  On  this  card  the  workman 
records  daily  by  use  of  the  time  clock  the 
time  of  entry  into  the  factory,  both  in  the 
morning   and   in   the   afternoon. 

On  Thursday  of  each  week  a  new  set  of 
clock  cards  (one  for  each  workman)  is  pre- 
pared in  the  timekeeper's  office.  On  the  face 
is  recorded  the  date  when  the  week  ends,  the 
workman's  number  and  name.  The  rate  is 
inserted  at  the  close  of  the  week  when  the 
cards  are  in  the  paymaster's  office.  On  the 
reverse  side  of  the  card  the  workman's  num- 
ber is  stamped.  The  number  is  placed  on  the 
back  so  the  cards  can  be  filed  in  the  racks 
with  the  face  in.  In  this  way  one  workman 
cannot  see  the  recorded  time  on  another  work- 
man's card.  This  also  helps  to  keep  the  face 
of  the  card  clean  so  the  timekeeper  may  more 
easily  read  the  items  stamped  by  the  time 
clock.  The  card  being  face  in,  is  in  proper 
position  when  withdrawn  from  the  rack  to 
be  inserted  in  the  time  clock  to  ring  "in" 
or   "out"   as  the  case   may   be. 

The  card  racks  in  each  department  are  lo- 
cated near  the  time  clock,  so  the  workman 
may  ring  up  with  a  minimum  of  lost  motion. 
Each  rack  is  composed  of  "in"  and  "out"  sec- 
tions of  sufficient  size  to  accommodate  all  the 
cards  for  the  department.  Since  the  new 
week  begins  on  Friday  morning,  the  time- 
keeper places  the  new  cards  in  the  "out"  sec- 
tion of  their  respective  racks  on  Thursday 
about  4:30  p.   m. 

If  any  cards  are  left  in  the  "out"  section 
after  the  men  ring  "in"  on  Friday  morning 
it  will  indicate  that  these  men  have  not  come 
to  the  factory  or  have  neglected  to  ring  in 
their  cards. 


"Pass  In"  for  Lates 

j^  HE  Burroughs  working  day  !s  from  6:30 
^^  a.  m.  to  11:30  a.  m.  and  from  12:30 
p.  m.  to  5:15  p.  m.  This  makes  a  total  of 
9J4   hours  for  a  full   working  day. 

When  a  workman  arrives  late  he  is  per- 
mitted to  pull  his  card  and  ring  up  the  time 
on  the  time  clock,  providing  he  is  not  more 
than  half  an  hour  late.  After  that  time  the 
gates  are  closed  and  it  is  necessary  for  the 
watchman  to  send  to  the  proper  foreman  and 
secure  a  pass  "in"  (Figure  3)  before  the 
workman  can  be  admitted.  This  "pass  in"  is 
given  over  to  the  watchman  or  gatekeeper, 
who  files  it  on  a  spindle.   Both  the  day  work- 
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Fitfure  3 — "Pass  In"  for  Lates,  size  4'  i22' 

ers  and  the  piece  workers  must  secure  a  "pass 
in"  when  they  are  half  an  hour  late  or  over. 
The  day  workers,  of  course,  lose  in  pay  equiv- 
alent to  the  time  lost,  the  time  being  measured 
in  quarter  hours;  but  the  piece  workers  are 
fined  five  cents  for  every  time  they  are  late, 
whether  it  be  one  minute  or  half  an  hour 
or  more.  Chronic  lates  among  piece  workers, 
however,    are   discouraged. 

"Pass  Outs"  During  Working  Hours 

XN  case  a  man  leaves  the  factory  during 
working  hours,  it  is  necessary  for  him 
to  secure  from  his  foreman  a  "pass  out"  (Fig- 
ure 4).  If  his  card  is  not  being  checked  up 
in  the  timekeeper's  department  at  the  time 
of  leaving  the  factory,  he  takes  it  from  the 
rack  and  rings  "out"  and  turns  his  pass  over 
to  the   gatekeeper.     But   in   case   the   card   is 


PASS   OUT 


Figure  4 — "Pass  Out"  durinii  working  hours,  size  4'  x  22' 

in  the  timekeeper's  department,  he  simply 
hands  the  "pass  out"  to  the  gatekeeper,  who 
files  it  on  a  spindle.  The  passes  "in"  and 
"out"  are  used  the  following  morning  by  the 
timekeeper  in  checking  up  the  clock  cards,  the 
method  of  doing  which  is  described   later. 

New  Employees 

^T<  HEN  a  new  employee  is  added  to  a  de- 
^^  partment,  the  timekeeper  receives  a  noti- 
fication card  (Figure  5),  calling  his  attention 
to  this  fact.  It  also  states  whether  the  work- 
man is  a  day  worker  or  a  piece  worker  and 
shows  his  rate  of  pay  per  hour.  This  card 
forms  the  permanent  record  of  the  employee. 
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All  Tools,  Books  and  other  Property  owned  by  the  Company  and  charged  to  above  workman 
have  been  returned  in  good  order,  except  the  following : 


Deduct  from  pay  of  above  employee  the  amount  $_ 
enumerated. 


for  Tools,  etc.,  as 


Tool  Supply  Dept. 


Librai 


Figure  6 — Employees  "Pay  In  Full"  Slip,  size  4^'x6',  in  Tripli( 


Employees  Paid  Off 

^T'  F  a  workman  leaves  our  employ,  the 
"-^  proper  notification  (Figure  6)  is  sent  to 
the  timekeeper  on  the  day  of  discharge,  so 
that  on  the  following  day  proper  entry  may 
be  made  on  the  timekeeper's  daily  report. 

Timekeeper's  Daily  Report 

■Gt  OR  the  convenience  of  the  timekeeper  a 
-*~^  clock  is  used  which  registers  the  time 
in  hours  and  minutes,  the  items  being  printed 
in  black,  when  the  workman  arrives  at  the 
factory  on  time,  and  printed  in  red  in  case  he 
is  late.  This  enables  the  timekeeper  to  easily 
note   all   lates. 


Every  morning  about  one  hour  after  the 
workmen  come  into  the  factory  the  clock 
cards,  together  with  the  "passes  in"  and 
"passes  out"  for  the  previous  day  are  taken 
to  the  timekeeper's  department,  where  they 
are  checked  against  the  workmen's  individual 
labor  tickets  for  the  previous  day.  If  the 
clock  card  shows  that  the  workman  has  put 
in  a  full  9)4  hours,  the  total  amount  of  time 
indicated  on  his  one  or  more  time  tickets 
should    be   9^4    hours. 

The  timekeeper  when  noting  the  "passes 
in"  and  "passes  out,"  makes  a  pen  and  ink 
notation  on  the  clock  card  for  the  man  who 
left  or  came  into  the  factory  during  the  time 
that  the  clock  cards  were  in  the  paymaster's 
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Figure  5    New  Employees  Record,  size  5'x3' 
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hands.  He  also  makes  note  of  any  late  fines 
of  piece  workers. 

A  notation  of  all  lates  and  absentees  is 
made  in  triplicate  on  the  timekeeper's  daily 
report,   as  shown  in   Figure  2. 

This  also  shows  the  men  who  work  over- 
time, or  who  quit,  and  all  new  workmen  em- 
ployed that  day.  The  original  and  one  dupli- 
cate of  this  report  are  then  sent  to  the  various 
foremen  throughout  the  factory.  The  dupli- 
cate is  retained  by  each  foreman,  and  the 
original  sent  back  to  the  timekeeper's  office, 
where  any  differences  between  the  timekeep- 
ers' statement  and  the  foreman's  ().  K.'d 
statement  can  be  noted  and  corrected  at  once. 
In  case  there  are  any  corrections  on  the  orig- 
inal report  which  has  been  O.  K.'d  by  the 
foreman,  these  notations  are  made  on  the 
third  copy  of  the  report,  which  is  retained  in 
the  timekeeper's  office.  The  original  report 
is  then  sent  to  the  cost  keeping  department. 

Daily  Proof  Report 

aFTER  the  timekeeper's  daily  report  has 
been  properly  checked  for  the  day,  the 
daily  proof  reports  as  shown  in  Figure  7  are 
made  up. 

Since  all  of  the  day  workers  in  each  depart- 
ment receive  a  certain  fixed  rate  per  hour,  and 
since  this  rate  is  never  changed  during  the 
week,  it  is  known  beforehand  how  many 
hours  will  be  worked  each  day  and  how  much 
money  will  be  earned  by  the  day  workers  in 
each  department,  provided  all  are  present. 
These  items  of  hours  and  amounts  constitute 
the  day's  allotment  of  time  and  earnings  for 
the  department.  This  allotment,  however, 
may  be  modified  according  to  the  number  of 
men  who  work  overtime  or  who  are  dis- 
charged, or  according  to  any  new  workmen 
employed  or  for  lates,  absentees,   etc. 

The  allotment  of  hours  and  amounts  on  the 
preceding  day's  proof  report  for  each  depart- 
ment is  carried  forward  to  the  top  of  the 
column  on  the  proof  report  for  the  current 
day.  Then  any  additions  or  deductions  for 
new  employees,  men  discharged,  etc.,  can  be 
made  by  noting  the  items  recorded  on  the 
timekeeper's  daily  report.  After  entering 
these  items  in  their  proper  spaces  the  total 
hours  and  amounts  put  in  by  the  piece  work- 
ers in  the  respective  departments  are  secured 
by  adding  the  piece  workers'  time  <ickets. 
This  is  done  on  a  special  machine,  which 
adds  both  hours  and  amounts  at  the  same 
operation,  securing  the  total  for  both.  These 
totals  are  then  posted  to  the  daily  proof  re- 
port card  and  the  total  hours  and  amounts 
making  up  the  pay  roll  for  any  given  de- 
partment for  the  day  is  posted  at  the  bottom 
of  the  card. 

Then  the  daily  proof  reports  for  the  various 
departments,  together  with  the  original  copies 
of  the  timekeeper's  daily  reports,  are  for- 
warded to  the  cost  department  and  the  total 
opposite  the  pay  roll  in  the  proof  report 
serves  as  a  check  against  the  distribution  of 
labor,  according  to  account  numbers  which  is 
made  in  the  cost  department. 

Time  Tickets  for  Day  Workers 

^^HE  time  spent  upon  a  job  is  reported  by 
^^  each  workman  on  a  time  ticket  as  shown 
in  Figure  8.  On  this  is  shown  the  number 
of  the  job  on  which  he  has  worked  and  the 
time  spent  on  it.  If  the  workman  works  on 
more  than  one  order  in  a  day  he  has  as  many 
time  tickets  as  orders.  Under  this  rule  a 
single  workman  may  have  from  one  to  a 
dozen   time   tickets  for   a   single   day's   work, 
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Figure  7 — Daily  Proof  Report,  size  6'i4" 


the  time  of  each  commencing  where  the  last 
one  stopped. 

If  certain  work  is  not  finished  the  same 
day  it  is  commenced,  the  time  ticket  is  marked 
"unfinished"  by  the  workman.  When  com- 
pleted the  ticket  is  marked  "finished"  or  the 
space  "number  of  pieces"  is  filled  in  with  the 
number  completed. 

The  advantage  of  the  separate  time  ticket 
for  each  order  is  that  the  tickets  may  be 
sorted  in  the  cost  department  according  to 
the  different  account  numbers.  They  can  then 
be  totaled  on  the  adding  machine  in  the  same 
fashion  as  are  bank  checks.  This  does  away 
entirely  with  the  posting  by  hand  of  each 
separate  item  of  time  to  a  large  distribution 
sheet.     When  the  tickets  are  added  upon  the 


machine  it  is  necessary  to  post  only  the  total 
for  each  account.  Later  the  time  tickets  can 
be  filed  according  to  job  numbers  and  totaled 
in  the  adding  machine  to  obtain  the  cost  when 
job  is  completed. 

The  totals  of  the  time  tickets  from  each 
department  should  agree  with  the  totals  of 
the  clock  cards  for  each  department.  In  this 
way  they  check  with  the  pay  roll. 

The  time  tickets  as  totaled  by  departments 
in  the  timekeeper's  department  must  balance 
with  the  total  secured  by  the  cost  department 
after  they  have  been  forwarded  to  that  de- 
partment. There  they  are  sorted  according  to 
account  numbers  and  totaled  in  that  way. 
This  forms  a  double  check  upon  the  correct- 
ness of  the  pay  roll  figures. 
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Figure  8— Day  Workers  Time  Ticket,  size  6'x4' 


(  page  five) 


Time  Tickets  for  Piece  Workers 

9LL  time  tickets  for  piece  workers  must 
be  made  in  duplicate,  as  the  paymaster 
needs  a  copy  from  which  to  figure  the  man's 
weekly  earnings    (Figure  9). 

As  a  matter  of  convenience  these  tickets  are 
put  up  in  pads  with  ahernate  sheets  having 
a  carbonized  back. 

The  piece  work  tickets  are  extended  in  dol- 
lars and  cents  by  the  clerk  in  the  factory 
department,  who  uses  a  convenient  rate  card 
for  that  department. 

As  soon  as  the  piece  work  tickets  are  re- 
ceived by  the  timekeeper  the  extensions  are 
checked  so  as  to  verify  their  correctness.  The 
tickets  are  then  totaled  on  a  Duplex  Bur- 
roughs, bv  the  use  of  which  is  secured  a  total 
of  each  piece  worker's  earnings  in  one  counter 
of  the  machine,  while  in  a  second  counter  is 
carried  forward  a  total  of  each  workman's 
earnings,  so  that  at  the  end  a  grand  total 
of  the  earnings  for  the  piece  workers  in  one 
department  is  secured. 

The  tickets  are  then  torn  apart  and  the 
duplicate  is  forwarded  to  the  cost  depart- 
ment, together  with  the  total  of  the  earnings 
as  shown  by  the  adding  machine.  As  is  de- 
scribed later,  the  total  of  these  tickets  when 
distributed  and  added  by  the  cost  depart- 
ment according  to  accounts,  must  balance  with 
the  total  secured  by  the  timekeeper. 

The  original  tickets  are  filed  by  the  time- 
keeper in  a  card  tray  behind  the  proper  index 
card  for  each  workman.  At  the  end  of  the 
week  the  total  of  time  and  earnings  of  each 
workman  is  secured  by  one  counter  of  the 
Duplex,  while  in  the  second  counter  of  the 
machine  is  secured  the  grand  total  of  the 
time  and  earnings  of  the  piece  workers  in 
each  department. 

Each  day  the  cost  department  distributes 
the  workmen's  tickets  for  each  department 
according  to  account  numbers  and  totals  them 
with  the  Duplex  Burroughs,  securing  a  total 
for  each  amount  and  a  grand  total  for  all  the 
accounts  at  one  operation. 

This  grand  total  of  accounts  must  balance 
with  the  total  of  earnings  as  forwarded  by  the 
timekeeper  and  proves  an  absolute  check  upon 
the  earnings  for  that  day. 

A  recapitulation  of  these  charges  to  ac- 
counts at  the  end  of  the  week  must  balance 
with  the  total  time  and  earnings  secured  by 
the  weekly  recapitulation  in  the  timekeeper's 
office  for  the  making  up  of  the  pay  roll. 

In  this  way  not  only  is  the  time  checked 
daily,  which  simplifies  matters  should  there 
be  any  discrepancies  between  the  time  keep- 
ing department  and  cost  department  on  any 
day,  but  the  recapitulations  at  the  end  of  the 
week  verify  absolutely  the  correctness  of  the 
pay  roll  when  completed. 

Workman 's  Statement  of  Earnings 

as  a  safeguard  against  any  error  in  the 
timekeeper's  calculations  of  earnings 
each  workman  is  required  to  turn  in  a  state- 
ment of  his  own  calculation  of  what  is  due 
him.  This  statement  is  in  the  form  of  a 
memo  as  shown  in  Figure  10.  These  memos 
are  sent  to  the  timekeeper's  departmery  prior 
to  the  making  of  the  pay  roll,  and  in  case  of 
any  discrepancy  between  the  workmen's  cal- 
culations and  the  calculations  made  by  the 
timekeeper,  the  matter  is  investigated 
promptly  and  adjusted  before  the  pay  roll  is 
prepared.  By  this  method  any  confusion  is 
avoided  that  is  likely  to  arise  by  a  misunder- 
standing between  the  paymaster  and  the 
workman. 


Rate  Sheets 

■Gf  OR  the  convenience  of  the  timekeeper  in 
■*~^  extending  the  total  earnings  of  the  day 
workers  on  their  clock  cards,  a  set  of  rate 
sheets  has  been  prepared  which  show  at  a 
glance  the  total  earnings  for  any  number  of 
hours,  from  a  quarter  of  an  hour  up  to  60 
hours  at  the  various  rates  per  hour.  While 
most  of  the  rates  are  in  even  cents  per  hour, 
there  are  many  cases  where  odd  amounts  of 
time  are  turned  in,  and  it  is  convenient  for 
the  timekeeper  to  have  a  rate  sheet,  whereby 
he  can  know  the  amount  earned  without  loss 
of  time. 

Pay  Roll  Sheets 

^<HE  pay  roll  sheets  are  tabulated  on  a 
^"^  Burroughs  Duplex  Pay  Roll  machine. 
The  keyboard  is  split  into  two  sections,  one  of 
which  adds  hours  and  fractions  of  hours  and 
the  other  the  amounts  earned.  This  is  done 
simply  by  setting  up  the  number  of  hours  put 
in  by  a  workman  in  the  hour  section  and  the 
amount  earned  in  the  amount  section  and 
pulling  the  handle,  both  items  printing  and 
accumulating. 

The  Duplex  Model  is  equipped  with  two 
sets  of  adding  wheels  which  are  controlled  by 
a  little  lever  located  at  the  left  side  of  the 
keyboard.  By  means  of  this  equipment  the 
operator  is  enabled  to  list  the  hours  and 
earnings  of  both  day  workers  and  piece 
workers  in  order,  according  to  employee's 
number  and  at  the  same  time  secure  a  sepa- 
rate total  of  the  hours  and  earnings  of  both 
classes  of  employees.  This  does  away  with 
the  necessity  of  having  two  sets  of  pay  roll 
sheets,  one  for  day  workers  and  another  for 
piece   workers. 

To  do  this  the  hours  and  earnings  of  day 
workers  are  accumulated  in  the  upper  counter 
by  having  the  control  lever  in  the  upper 
counter  position.  When  the  time  and  earn- 
ings of  a  piece  worker  are  to  be  listed  the 
control  lever  is  shifted  to  the  lower  counter 
position.  The  piece  worker's  items  as  added 
in  the  lower  counter  are  indicated  in  the  pay 


roll  sheet  by  the  little  dot  and  bar  (^)  as 
shown   in  the  illustration. 

The  operation  of  the  machine  as  applied 
to  pay  rolls  will  perhaps  be  more  cTearly  un- 
derstood by  describing  the  method  followed 
in  preparing  the  Burroughs  Pay  Roll.  The 
first  thing,  the  operator  clears  both  the  upper 
and  lower  counters.  This  is  done  by  first 
having  the  control  lever  in  the  upper  posi- 
tion, pressing  the  total  button  and  pulling  the 
handle,  and  then  repeating  the  operation  with 
the  control  lever  in  the  lower  counter  position. 
This  prints  the  clear  signal  for  both  the 
upper  ( -X-  )  and  the  lower  (  ii  )  counters 
and  gives  assurance  that  both  counters  have 
been  cleared  for  the  work  that  follows. 

Beginning  with  the  operation  of  listing  the 
items  from  the  clock  cards,  the  first  is  that 
of  a  day  worker,  which  is  listed  and  added 
with  the  control  lever  in  the  upper  counter 
position.  Upon  turning  to  a  piece  worker's 
card  the  hours  and  amounts  are  listed  and 
added  with  the  control  lever  in  the  lower 
counter  position.  All  piece  workers'  items 
are  indicated  by  the  little  dot  and  bar  (i). 

After  listing  the  items  from  the  last  card 
the  control  lever  is  moved  to  the  lower  count- 
er position  and  a  sub-total  taken  by  depress- 
ing the  sub-total  key  and  pulling  the  handle. 
This  prints  the  total  of  the  hours  and  earn- 
ings of  the  piece  workers  which  is  indicated 
by  the  symbol  (  S  ),  it  also  leaves  this  total 
on  the  lower  adding  wheels  so  that  it  may 
be  totaled  with  the  hours  and  earnings  of 
the  day  workers  to  obtain  a  grand  total  of  the 
pay  roll  as  soon  as  a  total  of  those  items 
has  been   printed. 

The  control  lever  is  now  moved  to  the 
upper  counter  position  and  by  depressing  the 
transfer  total  key  and  pulling  the  handle  is 
printed  a  total  of  the  hours  and  amounts  of 
the  day  worker,  which  total  is  indicated  by 
the  symbol   (t). 

This  operation,  besides  printing  the  total 
of  the  hours  and  earnings  of  the  day  workers, 
also  transfers  the  amounts  to  the  lower  set 
of  adding  wheels  which  adds  them  to  the 
total  of  the  hours  and  earnings  of  the  piece 


Figure  9— Piece  Workers  Time  Ticket,  «ize  6'x  4" 
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workers  that  is  already  shown  on  the  adding 
wheels. 

By  moving  the  control  lever  again  to  the 
lower  counter  position  and  depressing  the  to- 
tal key  and  pulling  the  handle  is  printed  the 
grand  total  of  the  hours  and  earnings  of  the 
day  and  piece  workers  which  is  the  grand 
total  of  the  pay  roll.  This  is  igsij/j  hours 
and    $611.84    as   is   indicated   by   the   symbol 

(Z£) 

The  next  operation  is  to  turn  through  the 
clock  cards   again  and   list  the  "additions." 

The  same  operation  is  followed  for  the 
"deductions,"  after  which  the  cards  are  gone 
over  and  the  employee's  number  and  net 
amount  due  is  listed  though  the  latter  only  is 
totaled.  This  last  is  done  with  the  control 
lever  in  the  upper  counter  position  all  dur- 
ing  the   operation.     The   work    is    proved    by 


seeing  that  the   amount  of  net  earnings  plus 
the    deductions    and    less   the    additions   equal 
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FUure  10 — Workman's  Statement  of  Earnings, 
size  42'x24' 

the  amount  shown  bv  the  earnings  in  the  first 
column. 


On  the  morning  of  pay  day  the  clock  cards 
for  each  department  are  sent  to  the  foreman 
who  distributes  them  to  the  workmen.  The 
workman  signs  his  card  as  a  receipt  and  turns 
it  in  at  the  paymaster's  window  in  return 
for  his  pay  envelope. 

No  names  are  recorded  on  the  pay  roll 
sheet.  This  has  been  found  unnecessary  be- 
cause the  clock  card  is  the  original  source  of 
entry  and  also  serves  as  a  receipt  from  the 
workman.  In  case  any  dispute  should  arise 
the  clock  card  is  consulted  rather  than  the 
pay  roll   sheet. 

Doing  away  with  writing  the  names  has 
greatly  simplified  our  pay  roll  and  made  it 
possible  to  prepare  it  in  much  less  time. 

The  system  has  proven  verv  satisfactory  in 
taking  care  of  some  1,400  men. 
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7.8  4 

7.9  1 

7.9  8 

8.0  5 

58 

1  6.2  4 

1  6.3  1 

1  6.3  8 

1  6.4  5 

29 

8.1  2 

8.1  9 

8.2  6 

8.3  3 

59 

1  6.5  2 

1  6.5  9 

1  6.6  6 

1  6.7  3 

30 

8  .4  0 

8.4  7 

8.5  4 

8.6  1 

60 

1  6.8  0 

1  6.8  7 

1  6.9  4 

1  7.0  1 

Easy  Way  of  Preparing  Rate  Sheets 

"T'T  is  very  convenient  to  have  rate  tables 
"7^  by  which  to  compute  workmen's  time  into 
earnings,  as  some  rates  involve  fractions  of 
cents  per  hour.  This  is  especially  true  where 
time  is  reported  in  five-minute  periods  or  in 
quarter  hours.  Rate  tables  are  of  equal 
advantage  for  computing  piece-workers'  earn- 
ings.  A  number  of  clerks  in  the  time-keeping 


or  cost-keeping  departments,  as  well  as  clerks 
in  the  factory  departments,   may   need   copies. 

These  can  be  prepared  on  the  adding  ma- 
chine at  small  expense  and  at  the  same  time 
have  them  entirely  legible,  also  be  able  to 
make  as  many  copies  as  is  necessary. 

Blank  forms  with  the  necessary  division 
lines  can  be  printed  on  tracing  paper  or  trac- 
ing cloth  and  the  proper  amounts  be  filled  in 

(  Dase  eitht ) 


for  each  rate  sheet  with  the  adding  machine. 
The  use  of  a  sheet  of  carbon  faced  to  the  back 
of  the  sheet  will,  when  the  work  is  done  on 
the  adding  machine,  insure  that  as  many 
pood  clear  copies  of  each  rate  sheet  as  is 
desired  can  then  be  blue  printed  on  blue 
print  paper  or  blue  print  cloth.  The  latter 
is  advisable  if  the  sheets  are  to  be  subject 
to   very  continuous  wear. 


ALLIS-CHALMERS  COMPANY 


CINCINNATI    WORKS 
PAY    ROLL 


Employee's  Name 

For  Half  of  Month  Enc 

ing:  April  15, 

1911                 Check  Series 

CIttik 
Kg. 

ChiKk 
No. 

Total  Time 

Rate 

Piece  Work 

Premium 

Amount 

0(1 

Kraoaer,    F. 

00 

14  5  % 

3  2  )i 

3.8  4 

5  1.2  1 

. 

01 

Chaney,    W. 

01 

12  9  % 

2  5 

.3  0 

■  3  2  .7  4 

r- 

02 

Smith,    G.    W. 

02 

^ — ' 

03 

Thomas,    T.    T. 

03 

04 

Freytag,    A. 

04 

15  0  % 

2  7  % 

4.9  2 

4  6.2  4 

05 

Springer,    E.    E. 

05 

10  4  % 

1  7  % 

1  1.5  5 

1.7  6 

3  1.6  0 

06 

Stelner,    J. 

06 

1  5  8  % 

1  7  % 

2  7.7  8 

39 

Bene,    W. 

39 

1  5  3  % 

3  0 

5.8  6 

5  1.9  9 

40 

Cony,    W. 

40 

41 

Van  Dyke,    J.    R. 

41 

2  4 

2  7  % 

6.6  0 

42 

JullfS,    H. 

42 

9  7  % 

2  5 

1  0.4  0 

3  4.8  4 

43 

Himsel,    K. 

43 

10  5 

2  2  % 

2  3.6  3 

44 

Summers,    J. 

41 

3  5 

3  0 

1  0  .5  0 

45 

Biggers,    T.    C. 

45 

4  2 

3  0 

1  2.6  0 

r^~ 

46 

Simmons,    R. 

46 

5  1  % 

2  5 

1  2.8  8 

K^ — 

47 

Rowell,   F.    F. 

47 

• 

48 

Fay,    G.   V. 

48 

4  8 

2  7  % 

1  3.2  0 

49 

Schelles,    H. 

49 

• 

1,  0  9  6  .0  4  - 

Maiter  Sheet  12'x20r.     Pay  Roll  Sheet  8'i  192'.    Affords  space  for  50  names. 


j^HE  Pay  Roll  used  by  the  AUis-Chalmers 
^"^  Company  at  their  Cincinnati  plant  is 
prepared  on  a  regular  No.  9  Burroughs  Ma- 
chine built  to  add  whole  numbers,  amounts 
and  quarter  fractions.  The  column  of  frac- 
tion keys  is  located  at  the  extreme  right  hand 
side  of  the  keyboard  and  therefore  does  not 
interfere    with    the   use   of   the    machine    for 


other  work  that  requires  the  adding  and 
listing  of   whole   numbers   or    amounts. 

The  columns  for  "Total  Time,"  "Rate," 
"Piece  Work,"  "Premium"  and  "Amount" 
are  run  at  separate  operations.  A  total  is 
required  only  for  the  "Amount"  column. 

The  names  of  the  workmen  are  typewritten 
on  a  master  sheet  opposite  their  respective 
check  numbers.     This  master  sheet  serves  for 

(  page  nine  ) 


one  week's  record  of  the  pay  roll,  while  a 
narrow  pay  roll  sheet,  containing  the  same 
check  numbers,  is  used  for  each  succeeding 
week.  The  items  and  amounts  on  the  nar- 
row sheets  being  listed  opposite  their  proper 
check  numbers  will  necessarily  fall  opposite 
the  respective  names  shown  on  the  master 
sheet  when  both  are  filed  together  in  a  loose 
leaf  binder. 


Ray   Roll 

WALKER    FOUNDRY 

COMPANY 

WEEK 

ENDING 

191 

No. 

/VXMCS 

Mow. 

Tubs. 

WED. 

Thur. 

FRI. 

SAT. 

Total. 

OEDUC' 

r/oivs 

Net 

¥r 

MOULD 

ERS 

-/\ 

¥ 

4^t 

Willia.inR 

3.2  0 

3.2  0 

3.2  0 

3.2  0 

3.2  0 

3.2  0 

1  9.2  0 

f 

.2  5 

1  8.9  5 

5-/f 

Smith  J. 

2.0  0 

2.0  0 

2.0  0 

2.0  0 

2.0  0 

2.0  0 

1  2.0  0 

T 

1  2.0  0 

6]\ 

Jones 

1.5  0 

1 .5  0 

1.5  0 

1.5  0 

1.5  0 

1.5  0 

9.0  0 

f 

9.0  0 

7^t 

Jenkins 

*2.6  0 

2.6  0 

2.6  0 

2.6  0 

3.0  0 

1  3.4  0 

T 

1  3.4  0 

8^t 

Peters 

2.7  5 

2.7  5 

2.7  5 

.6  8 

1.5  0 

1  0.4  3 

T 

1.0  0 

9.4  3 

9f 

Wilkins 

3.5  0 

3.5  0 

3.5  0 

3.5  0 

3.5  0 

3.5  0 

2  1.0  0 

T 

2  1.0  0 

.1  0# 

James 

2.0  0 

2.0  0 
( 

2.0  0 
;ORE-IVIA 

2.0  0 
KERS 

2.0  0 

2.0  0 

1  2.0  0 
9  7.0  3 

f 

1  2.0  0 
9  5  .7  8  f 

.1  2# 

Lyons 

3.2  5 

3.2  5 

3.2  5 

3.2  5 

3.2  5 

3.2  5 

1  9.5  0 

f 

.4  5 

1  9.0  5 

.1  3^f 

Carlson 

4.2  0 

1.1  6 

4.2  5 

5.1  0 

2.6  0 

1.2  0 

1  8.5  1 

f 

1  8.5  1 

.1  4# 

Frank 

2.5  0 

1.6  0 

1.2  0 

3.0  0 

2.5  0 

3.2  0 

1  4  .0  0 

T 

1  4.0  0 

CHIPP 

ERS  AND 

CLEANE 

?S 

5  2.0  1 

^C- 

* 

5  1 .5  6  T 

.2  0  -/^ 

Brown 

1.7  5 

1.7  5 

1.7  5 

1.7  5 

1.7  5 

1.7  5 

1  0.5  0 

T 

1  0.5  0 

.2  2^f 

Smith  F. 

1.5  0 

1.5  0 

1.5  0 
LABOR 

1.5  0 

:rs 

1.5  0 

1.5  0 

9.0  0 
1  9.5  0 

T 

.1  0 

8.9  0 
1  9  .4  0  T 

.2  5# 

Andrews 

1.5  0 

1.5  0 

1.5  0 

1.5  0 

1.5  0 

1.5  0 

9.0  0 

f 

9.0  0 

.2  8Jf 

Kehr 

1.7  5 

1.7  5 

1.7  5 
CUPALO 

1.7  5 
MEN 

1.7  5 

2.1  0 

1  0.8  5 
1  9.8  5 

T 
-x- 

1  0.8  5 
1  9  .8  5  f 

.3  0  -It 

Jamison 

1.2  5 

1.2  5 

1.2  5 

1.2  5 

1.2  5 

1.2  5 

7.5  0 

T 

7.5  0 

.3  l-/f 

Lewis 

1.5  0 

1.5  0 

1.5  0 

1.5  0 

1.5  0 

1.5  0 

9.0  0 

f 

.1  5 

8.8  5 

.3  2^t 

Crane 

1.7  5 

1.7  5 

1.7  5 

1.7  5 

1.7  5 

1.7  5 

1  0.5  0 

T 

1  0.5  0 

.3  3# 

Green 

1.7  5 

1.7  5 

1.7  5 

1.7  5 

1.7  5 
en  AMD 

1.7  5 

TOTAL. 

1  0.5  0 

3  7.5  0 

2  2  5  .8  9 

T 
-X- 

1 .9  5  ¥ 

1  0.5  0 
3  7  .3  5  T 

2  2  3  .9  4  -1 

. 

A  Pay  Roll  Sheet  ll'x  11'  will  allow  for  proper  spacing  of  work  shown  above 


j^HE  weekly  pay  roll  used  by  the  Walker 
^"^  Foundry  Company  of  Erie,  Pennsyl- 
vania, is  prepared  with  a  fifteen  column  Bur- 
roughs, which  is  equipped  with  the  split  and 
normal  device,  Duplex  feature  and  an  auto- 
matic cross  tabulating  carriage. 

The  data  for  the  pay  roll  is  secured  from 
time  slips  showing  the  earnings  of  each  work- 
man for  a  day. 

The  workmen  are  classified  on  the  pay 
roll  under  the  headings,  "Moulders,"  "Core 
Makers,"  "Chippers,"  etc.,  and  their  names  are 
written  with  the  typewriter  in  the  column 
designated  for  that. 

At  the  end  of  the  week  the  time  slips  which 
have  been  kept  in  order  each  day  according 
to  workmen's  numbers  are  taken  to  the  add- 
ing machine   and   the   daily   earnings   of   the 


men  are  cross  footed  on  the  pay  roll  sheet 
opposite    their    respective    numbers. 

To  do  this  the  carriage  is  adjusted  for 
cross  footing  and  moved  into  position  so  the 
first  workman's  number,  which  in  this  case 
is  "4,"  can  be  printed  in  its  proper  column. 
This  is  printed  with  the  eliminating  key 
depressed  so  that  it  will  not  be  added  into 
the  total  that  is  to  be  obtained.  The  symbol 
{■It)  indicates  that  the  number  has  not  been 
added.  The  carriage  then  automatically  shifts 
over  so  that  No.  4's  earnings  for  Monday  can 
be  added  and  listed  in  the  proper  column  and 
the  same  operation  repeated  until  Saturday's 
wage  has  been  added  and  listed  and  the  total 
printed  in  the  total  column. 

The  Duplex  feature  of  the  machine  per- 
mits the  operator  to  print  No.  4's  total  earn- 
ings, which  has  been   accumulated   in  one  set 

( tiagt  itn  ) 


of  adding  wheels,  and  at  the  same  time  retains 
it  in  the  machine  by  automatically  transfer- 
ring it  to  the  second  set  of  adding  wheels. 

With  this  machine  at  one  operation  is 
secured  the  total  of  each  workman's  weekly 
earnings,  together  with  the  grand  total  of 
each  classification  of  workers.  For  example 
the  $97.03  for  "Moulders;"  the  $52.01  for 
"Core  Makers;"  the  $19.50  for  "Chippers  and 
Cleaners,"  etc.  These  totals  are  afterwards 
recapitulated  for  the  grand  total  $225.89. 

Then  the  deductions  are  added  and  listed. 
The  net  earnings  are  added  and  listed  for 
each  group  of  workmen,  securing  a  total  for 
each  group  and  at  the  same  time  the  grand 
total  for  all  the  groups.  The  grand  total  is 
proved  by  subtracting  the  total  deductions 
from  the  total  gross  earnings. 


PAY    ROLL    DISTRIBUTION 

WALKER    FOUNDRY    COMPANY  MOULDING  WEEK    ENDINQ- 


-leu 


DAY    WORK 

PIECE    WORK 

REPLACE    WORK 

SYMBOL. 

WEIOHT 

Houita 

AMOUMT 

WEIOHT 

HOURS 

AMOunr 

WEIGHT 

HOURS 

AMOUNT 

.1  O^f 

5  0  .0  0  ¥ 

10  0 

¥ 
2  5  .0  0  ¥ 

¥ 
1  9  .8  0  ¥ 

3  3 

¥ 
1  0  .0  0  ¥ 

¥ 
3.0  0  ¥ 

6 

¥ 
1 .5  0  ¥ 

.2  1# 

1  0  0  .0  0  ¥- 

15  0 

■4  5  .0  0  ¥ 

2  0  .0  0  ¥ 

4  0 

1  2  .0  0  ¥ 

.2  3  i^ 

1  8  5  .0  0  ¥ 

2  2  5 

6  0  .7  5  ¥ 

5  0  .0  0  ¥ 

10  0 

3  0  .0  0  ¥ 

1  0  .0  0  ¥ 

2  0 

6  .0  0  ¥ 

.3  0^1 

5  0  .0  0  ¥ 

10  0 

2  0  .0  0  ¥ 

5  0  .0  0  ¥ 

12  5 

3  7  .5  0  ¥ 

2  5  .0  0  ¥ 

5  0 

1  2  .5  0  ¥ 

.3  3  .'? 

1  0  0  .0  0  ¥ 

12  0 

3  6  .0  0  ¥ 

.3  5* 

1  0  .0  0  ¥ 

2  0 

4  .0  0  ¥ 

.4  0^/- 

7  5  .0  0  ¥ 

15  0 

3  7  .5  0  ¥ 

2  0  .0  0  ¥ 

2  5 

8  .0  0  ¥ 

5  0  .0  0  ¥ 

.6  0 

1  8  .0  0  ¥ 

.4  2^1- 

4  0  .0  0  ¥ 

8  0 

1  6  .0  0  ¥ 

6  0  0  .0  0  ¥ 

9  2  5 

3  4  0  .2  5  ¥ 

1  5  9  .8  0  ¥ 

3  2  3 

9  7  .5  0  ¥ 

9  8  .0  0  ¥ 

15  6 

4  2  .0  0  ¥ 

GRAND 

rOTAL 

¥ 

¥ 

6  0  0  .0  0 

9  2  5 

2  4  0  .2  5 

.. 

1  5  9  .8  0 

3  2  3 

9  7.5  0 

9  8.0  0 

15  6 

4  2.0  0 

8  5  7  .8  0  ¥ 

14  0  4 

3  7  9  .7  5  ¥ 

A  Distribution  Sheet  ll'zll"  will  acconiniodate  nicely  the  work  shown  above 


^HE  Walker  Foundry  Company  also  use 
^^  the  same  machine  with  which  they  pre- 
pare their  pay  roll  for  summarizing  the  fig- 
ures of  the  pay  roll  by  which  is  obtained 
the  cost  of  production. 

Production  slips  are  made  each  day  in 
the  foundry  by  a  tally  clerk  to  show  the  work 
done  by  each  man.  These  after  being  veri- 
fied with  the  clock  cards  to  see  that  the  time 
for  the  day  agrees,  are  extended  in  dollars 
and  cents  by  a  rate  card  to  show  wages  paid. 
The  weight  of  the  good  castings  made  is  also 
recorded. 

The  production  slips  are  filed  daily  by 
symbol  number,  which  brings  each  day's  slips 
in  order  according  to  date,  with  the  latest  ones 
being  last  in  the  file. 

After  the  pay  roll  has  been  made  out,  but 
before   the  men    are   paid,   the   distribution   of 


the  pay  roll  is  made,  which  is  done  in  order 
to  make  one  file  balance  with  the  other.  This 
distribution  is  made  upon  a  separate  sheet 
for  the  different  work,  as  moulding,  coremak- 
ing  and  indirect  or  expense  labor. 

The  above  form  shows  the  moulding  labor 
classified  according  to  day  work,  piece  work 
and  replace  work.  A  sheet  is  inserted  in  the 
machine  and  the  clerk  takes  the  production 
slips  filed  behind  the  first  symbol  number  and 
with  the  carriage  thrown  out  of  printing  posi- 
tion lists  the  weight,  hours  and  amount  of  the 
slips  for  day  work.  When  finished  he  brings 
the  carriage  forward  to  printing  position  and 
prints  the  total  as  shown,  namely,  5000  lbs. 
— 100  hours — $25.00  for  symbol  No.  lo. 

The  carriage  is  then  moved  so  that  the 
next    figures   will    fall    in   the    "piece   work" 

(  page  eleven  ) 


column,  after  which  are  listed  the  piece  work 
results  (weight,  hours  and  amounts)  for  the 
same  symbol.  Next  the  replace  work  is 
handled  in  the  same  manner  and  the  same 
method  followed  for  all  succeeding  symbol 
numbers. 

After  this  work  is  done,  the  columns  are 
added  with  the  carriage  thrown  back.  It  is 
restored  to  printing  position  only  for  record- 
ing the  totals. 

The  footings  of  the  day,  piece  and  replace 
work  columns  are  recapped  at  the  bottom  of 
the  sheet  to  show  the  grand  total  of  weight, 
hours  and  amount  for  the  moulding. 

The  grand  total  of  similar  distributions 
made  for  the  various  kinds  of  labor  should 
balance  with  the  total  of  the  pay  roll  for 
that  week. 


Sheet  No.. 


4  4 


Pay  Roll  of  Persons  Employed  in  the  Department  of- 
Navy  Yard ,  from , 


-tO- 


-,  191 


Pay 

Voucher 

No. 


NAME 


Occu- 

PATIO 


Class 

R 

1 

R 

1 

R 

1 

R 

1 

R 

1 

R 

1 

R 

1 

R 

1 

R 

1 

Pay 
Feb  Dieh. 


Number 
OF  Days 


Amount  Due 
AND  Paid 


REMARKS 

All  deductions  to  he  clearly  and  fully  explain- 
ed, together  with  such  other  facts  as  may  affect 
pay  status.  Payments  t>y  check  to  be  noted  hy 
number,  date,  and  depository. 


5254 
5255 
5256 
5257 
5258 
5259 
5260 
5261 
5262 

5285 
5286 
5287 
5288 
5289 
5290 
5291 
5292 


D.  A.  JACKSON 
C.  W.  ROBERTSON 
DANIEL  LEINER 
PATRICK  ELLIS 
CHAS.  HAYDEN 
PRANK  KOLESKY 
J.  W.  J.  McGILL 
MAX  ZEIER 

JOHN  CONNORS 

CHAS.  WEBER 
JAS.  H.  DOWERS 
THOS.  McDERMOTT 
FRANK  ENGLERT 

E.  A.  EMERSON 
0.  B.  HEDENKAMP 
E.  W.  WILSON 
ALEXIUS  F.  DAY 


LAB 
LAB 
LAB 
LAB 
LAB 
LAB 
LAB 
LAB 
LAB 

LAB 
LAB 
LAB 
LAB 
LAB 
LAB 
LAB 
LAB 


R 

1 

R 

1 

R 

1 

R 

1 

R 

1 

R 

1 

R 

1 

R 

1 

2.00 
2.00 
2.00 
2.00 
2.00 
2.00 
2.00 
2.00 
2.00 

2.00 
2.00 
2.00 
2.00 
2.00 
2.00 
2.00 
2.00 


->  /& 

6 

6 

6 

5 

5% 

6 

6 


J  /4 


6 
6 
6 

->  /2 

5 
6 
5 


Total  of  Shekt 


1  1 

1  2 

1  2 

1  2 

1  0 

1  1 

1  2 

1  2 

1  1 

9 

1  2 

1  2 

1  2 

1  1 

1  0 

1  2 

1  0 


^^ 


.7  5 

.0  0 

.0  0 

,0  0 

.0  0 

,5  0 

,0  0 

,0  0 

}}•  0 

.7  5 

,0  0 

,0  0 

,0  0 

.0  0 

,0  0 

,0  0 

.0  0 


^^ 


c=^ 


^<HIS  Pay  Roll  is  one  used  by  otie  of  the 
^"^  Government  Navy  Yards  and  illustrates 
the  use  of  an  addressing  machine  in  conjunc- 
tion  with  the  Burroughs  Adding  Machine. 

The  sheet  is  first  run  through  the  address- 
ing machine  which  prints  the  "Pay  Voucher 


Pay  Roll  Sheet  is  Q^'x  16"  affording  space  for  39  names 

No,,"    "Name,"    "Occupation,"    "Class"     and 
"Pay  Per  Diem." 

The  sheet  is  then  placed  in  the  adding 
machine,  which  in  this  case  is  a  No.  ii 
split  to  handle  days,  fractions  of  days  in 
eighths  and  amounts  at  one  operation.  The 
number    of    days    worked    and    the    amounts 
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earned  are  taken  from  the  foremen's  time 
books  which  are  turned  in  to  the  paymaster's 
office  each  week.  Only  the  total  of  the 
amounts  is  printed.  This  Pay  Roll  is  made 
in  duplicate  by  inserting  carbon  paper  be- 
tween the  two  pay  roll  sheets. 


PAY    ROLL 


PONTOOSUC    WOOLEN    M'F'G.    CO. 


PITTSFIELD,    MASS. 
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Week  Ending 

Week  Ending 

Week  Ending 

Week  Ending 

Week  Ending 

APR  1  1911 
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7.0  0 

1.2  3 
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7.6  3 

8.6  5 
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1.2  4 

5.5  0 
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3  1  7  .0  .3  - 

A  Pay  Roll  Sheet  ll'x  11"  aUords  ample  room  for  proper  spacing  of  the  number  of  workmen  and  different  weeks  shown  above 


/^HIS  Pay  Roll,  used  by  the  Pontoosuc 
^^  Woolen  Mfg.  Company  of  Pittsfield, 
Massachusetts,  is  made  on  a  No.  9  Burroughs 
Adding   Machine. 

It  consists  of  a  master  sheet,  on  which  are 
recorded  only  the  workmen's  names  and  num- 
bers and  the  pay  roll  sheet,  on  which  are 
recorded  corresponding  workmen's  numbers 
and  the  weekly  earnings  for  five  weeks.    The 


sheet  is  removed  from  the  binder  each  week 
and  the  earnings  are  added  and  listed  on  the 
machine  directly  from  the  time  cards. 

The  master  sheet  and  pay  roll  sheet  are 
filed  in  a  loose  leaf  binder  so  that  when  the 
binder  is  opened  the  master  sheet  forms  the 
left  hand  page  showing  the  names  and  num- 
bers and  the  pay  roll  sheet  forms  right  hand 
page   showing   the   numbers    and    amounts. 
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When  the  last  column  on  the  pay  roll  sheet 
has  been  filled  it  is  placed  behind  the  master 
sheet.  Li  this  way  the  master  sheet  and 
current  pay  roll  sheet  are  always  opposite 
each  other  when  the  binder  is  opened. 

Whenever  the  number  of  changes  among 
employees  warrants  it,  a  new  master  sheet  is 
written. 
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Pay  Roll  Change  Sheet 

^<  O  calculate  the  exact  number  of  coins 
^"^  and  bills  of  various  denominations  neces- 
sary to  make  up  a  pay  roll  requires  in  the 
ordinary  way  considerable  time  and  care, 
but  it  is  an  operation  that  lends  itself  readily 
to  the  adding  machine  with  a  corresponding 
saving  of  time   and  energy. 

The  examples  show  the  work  in  detail  as 
done  with  a  nine  column  Burroughs  Machine. 

Pieces  of  folded  paper  are  placed  as  mark- 
ers between  every  other  row  of  keys,  begin- 
ning with  the  second  row  at  the  right.  These 
markers  divide  the  keyboard  into  five  sections. 

The  first  operation  is  to  calculate  the  num- 
ber of  bills  of  the  various  denominations 
necessary  to  fill  the  pay  envelopes.  In  this 
calculation  the  keyboard  sections,  beginning 
at  the  right,  represent  one,  two,  five,  ten  and 
twenty   dollar   bills   respectively. 

The  first  amount  on  the  pay  roll  in  even 
dollars  is  $23.  This  amount  consists  of  one 
$20  bill,  one  $2  bill  and  one  $1  bill.  There- 
fore a  "i"  is  set  up  in  the  $20  section,  a 
"i"  in  the  $2  section  and  a  "i"  in  the  $1 
section.  The  figures  printed  when  the  handle 
is  pulled  are  shown  by  the  first  item  in  the 
illustration.  The  next  amount,  $18,  consists 
of  one  $10  bill,  one  $5  bill  and  one  $2  bill 
and  one  $i  bill.  In  this  case  a  "i"  is  set  up 
in  the  $10  section,  a  "i"  in  the  $5  section, 
a  "i"  in  the  $2  section  and  a  "i"  in  the 
$1  section.  A  pull  of  the  handle  prints  the 
second  item  as  shown  in  the  illustration.  The 
ciphers  that  may  be  printed  at  the  left  of  the 
figures  in  any  section  are  ignored. 

The  remaining  amounts  are  treated  similar- 
ly and  a  total  is  taken  in  the  usual  way.  By 
drawing  a  line  between  every  other  row  of 
figures  as  shown  in  the  illustration,  the  result 
will  show  that  "6"  twenties;  "17"  tens;  "i6" 
fives;  "14"  twos  and  "11"  ones  are  necessary 
to  make  up  the  "$418"  of  the  pay  roll. 

After  this  operation  has  been  completed 
the  number  of  coins  for  the  pay  roll  is  obtain- 
ed. In  this  operation  the  keyboard  sections 
represent  pennies,  nickels,  dimes,  quarters  and 
half  dollars. 

The  first  amount  on  the  pay  roll  in  the 
units  and  tens  columns  shows  25  cents.  There- 
fore a  "i"  is  entered  in  the  25c  section  of  the 
keyboard  and  the  item  printed  as  shown  in 
the  illustration.  The  next  amount,  46  cents, 
consists  of  one  quarter,  two  dimes  and  one 
penny.  This  is  recorded  on  the  machine  by 
entering  a  "i"  in  the  25c  section,  a  "2"  in 
the  IOC  section  and  a  "i"  in  the  ic  section. 
The  remaining  amounts  are  added  and  listed 
with  the  machine  in  a  similar  manner  and 
after  drawing  lines  through  the  total  iden- 
tically as  was  done  when  the  number  of  bills 
was  calculated,  it  is  found  that  "8"  half  dol- 
lars; "14"  quarters;  "16"  dimes;  "10"  nickels 
and  "30"  pennies  are  necessary  to  make  up 
the  change  for  the  pay  roll. 

The  work  is  very  easily  proved  as  shown 
in  illustration.  The  "6"  twenties  amount  to 
$120  which  is  added  and  listed  by  the  ma- 
chine. Then  the  "17"  tens  $170;  "16"  fives 
$80;  "14"  twos  $28;  "11"  ones  $11;  "8"  half 
dollars  $4;  "14"  quarters  $3.50;  "16"  dimes 
$1.60;  "to"  nickels  50c  and  "30"  pennies  30c 
are  added  and  listed  in  their  turn  and  a  total 
printed.  If  this  total  agrees  with  the  total 
of  the  pay  roll  the  number  of  coins  and  bills 
of  the  various  denominations  are  checked  ab- 
solutely.     Note   this   check   in   the   illustration. 

The  question  may  arise,  "How  can  the  pay 
roll  be  handled  in  case  the  figures  in  any  one 
section  exceed  a  total  of  99"  ?  In  such  event 
(  page  fourteen  ) 


it  is  necessary  to  divide  up  the  pay  roll  into 
sections,  so  that  the  total  pennies,  (which  is 
ordinarily  the  coin  having  the  largest  total), 
will  not  exceed  99.  After  making  this  calcu- 
lation for  the  pay  roll  in  sections  the  footings 
of  the  sections  can  be  combined  into  a  grand 
total  and  proof  obtained. 

A  convenient  wav  of  dividing  the  pay  roll 
into  sections  would  possibly  be  to  calculate 
only  one  department  at  a  time  or  else  one 
page  of  the   pay  roll  sheets   at  one   time. 

Another  way  to  eliminate  excess  totals  is 
to  use  a  fifteen  column  machine  which  can 
be  divided  into  five  sections,  each  of  which 
will  have  a  totaling  capacity  of  999. 

The  foregoing  system  is  very  simple  to 
put  into  execution  after  a  few  minutes  of 
practice.  The  operator  soon  becomes  so  expert 
that  the  bills  and  coins  of  the  various  denomi- 
nations can  be  set  down  on  the  keyboard  al- 
most as  rapidly  as  listing  and  adding  amounts 
from  checks  or  from  time  slips. 

Railroad  Pay  Roll 

^TK  HE  Pay  Roll  on  the  opposite  page  is 
^^  adaptable  to  the  needs  of  the  Motive 
Power  Department  of  Railroads  and  illustrates 
the  use  of  a  Burroughs  which  adds  hours  and 
minutes  at  one  operation.  The  same  machine 
is  also  used  for  adding  and  listing  dollars 
and  cents.     Both  uses  are  shown  on  the  form. 

The  data  is  taken  from  the  daily  time  cards 
turned  in  by  the  trainmen.  On  these  is 
given  the  date,  name,  number,  occupation, 
division  of  road,  run  number,  time  worked, 
together  with  the  starter's  O.  K. 

In  order  to  do  away  with  running  the  sheet 
through  the  machine  every  day,  the  time  cards 
are  allowed  to  accumulate  for  the  first  three 
days,  at  the  end  of  which  period,  the  items 
of  time  for  the  ist,  2nd  and  3rd  days,  respect- 
ively, are  added  and  listed  directly  from  the 
time  cards  in  the  column  headed  "Time 
1-2-3,"  opposite  the  trainman's  name  and  num- 
ber. As  the  cards  have  previously  been 
arranged  in  order  according  to  trainmen's 
numbers,  the  work  is  consecutive  throughout 
in  the  filling  in  of  the  first  column.  In  case 
a  man  is  absent  from  work,  spacing  strokes 
are  taken  until  the  space  opposite  the  next 
man's  number   and   name  comes  into  position. 

The  total  of  the  time  for  the  three  days 
is  printed  and  is  indicated  on  the  form  by  the 
items  which  are  followed  by  a  star.  Thus 
the  total  time  for  No.  208  for  the  three  days 
is  "31"  hours;  for  No.  2io,  "35"  hours  "24" 
minutes;   for  No.  212,  "30"  hours,  etc. 

Each  of  the  other  columns  on  the  sheet  is 
for  a  record  of  only  two  davs.  The  time  for 
the  6th-7th,  8th-9th,  lotli-nth  and  I2th-i3th 
has  been  omitted  in  order  to  illustrate  the 
form  within  the  space  at  our  disposal.  In  each 
case  the  total  time  is  carried  forward  from 
the  preceding  column  and  the  two  days'  time 
items  for  each  trainman  are  listed  and  totaled. 

Each  column  is  handled  in  a  similar  way 
so  that  when  the  last  sets  of  totals  have  been 
recorded  in  the  "Time  14-15"  column  they 
will  show  the  total  time  worked  by  each 
trainman  for  the  two  weeks'  period. 

The  rate  per  hour  is  then  listed  by  the 
machine  and  the  earnings  extended  and  added 
and  listed  in  the  "Amount"  column.  If  there 
are  any  deductions  these  are  listed  in  the 
"Deductions"  column  and  the  Net  Balances 
carried  over  to  the  last  column,  thus  com- 
pleting the   pay   roll. 

All  of  this  work  is  done  with  the  Bur- 
roughs Machine  with  the  exception  of  writing' 
in   the  names. 
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(  Dage  fifteen  ) 


t^p^^ 


CKDC 


r/r^  Duplex  Model 

j^sHIS  model  is  equipped  with  two 
V-i/  sets  of  adding  wheels  to  accumu- 
late two  separate  totals  at  the  same 
time.  When  the  "Control  Lever", 
located  at  left  side  of  keyboard,  is  in 
"upper  counter"  position,  items  are 
accumulated  in  upper  set  of  addinfi 
wheels.  When  in  "lowercounier"  posi- 
tion,items  are  accumulated  in  the  lower 
set  of  adding  wheels. 

Wide  Sheets  or  Forms 

/(^RINTING  carriages  are  built  to 
,*i<  handle  sheets  or  forms  \0% ' ,  \2}i' 
and  18"  wide.  Carbon  copies  may  be 
made  in  same  manner  as  on  a  typewriter. 
For  varying  the  feed  of  the  paper,  a 
knurled  knob  on  the  right  end  of  the 
carriage  may  be  moved  to  four  different 
positions.  In  the  first  position  platen 
does  not  feed  on  operation  of  machine, 
where,  for  instance,  it  is  desired  to 
cross  add  and  print  the  total  all  on  one 
line.  In  the  second,  third  or  fourth  posi- 
tions the  machine  will  print  with  single, 
double  or  triple  spacing,  to  correspond 
with  that  of  the  typewriter. 
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Workmen's  Numbers,  Hours  and  Earnings  Earnings,  Hours  and  Minutes 

Some  examples  of  the  many  keyboard  arrangements  that  are  possible  on  a  Burroughs 


Adds  Hours  and  Minutes 


Burroughs  System  Service 


OUR  System  Service  Department  is  maintained  for  the  purpose  of  exchang- 
ing accounting  information  and  ideas  of  short-cuts  among  bookkeepers, 
accountants  and  office  managers  of  the  country,  although  our  service  in  no  way 
takes  the  place  of  the  work  of  expert  accountants,  auditors  or  systematizers. 

Whether  or  not  you  have  an  adding  machine  we  can  help  you  to  work  out 
methods  to  reduce  office  expense  and  at  the  same  time  produce  neater  and  abso- 


lutely accurate  records.  This  assumption  is  reasonable,  inasmuch  as  we  have 
in  our  files  a  wealth  of  ideas  from  concerns  in  practically  every  line  of  business. 
Any  information  we  have  is  yours  for  the  asking.  We  will  send  you  forms 
illustrating  the  actual  work  done  by  others  in  your  line,  and  if  you  desire,  we 
will  arrange  to  have  a  representative  call  on  you  to  study  your  office  problems 
with  you  and  to  offer  suggestions. 


Position  5. 

99999999999999  9\ 

Add                                       Add                                N 

Position  4. 

99999999999999 9\ 

Not  Add                                     Add                                  \ 

Position  3. 

9999  9|9  99999999  9-^ 

Add                          Add                      Add                  ^^ 

Position  2. 

99  9|9  9999999999  9^ 

Not  Add             Add             '                Add                               "" 

Position  1. 

999999  9|9  999999  9-^^ 

Not  Add                                        Add 

Position  0, 

999999  9|9  9999999 

Add                                         Add 

The  above  diagram  shows  some  of  the  different  column   divisions  that 
secured  on  a  fifteen  column  Burroughs  when  equipped  with  the  variable  split 
By  moving  the  lever  to  one  of  the  numbered  positions  the  keyboard  splits  for  that 
tion  become  effective,  and  all  other  splits  are  inoperative. 

The  9,  11,  13  and  17  column  machines  may  also  be  equipped  with  this  device. 
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The  Burroughs 

Bookkeeping  Machine  for 

Department  Stores 
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RECAPITULATION  OF  SALES  FOR  WEEK   ENDING- 


MAY   7    1910 


MON. 


TUES. 


Thurs. 


FRI. 


SAT. 


TOTAL 


5  4.4  0 
7  0  .3  3 

6  8.7  0 

5  2.4  5 

7  0.0  5 

6  6.8  8 

7  0.0  1 
5  8.8  9 
5  7.5  6 

5  9.8  0 

6  5.6  0 


5  8.7  8 
7  4.4  0 
7  0.4  5 
7  5.6  0 
7  3.4  5 
7  1.3  5 
7  4.5  0 

5  9.9  8 

6  2.4  0 
6  0.2  1 
6  5.3  6 


5 
6 
5 

7 
5 
7 
5 


4.5  0 
3.3  0 

5.6  7 
4.3  3 
4.5  5 
3.1  2 

7.7  6 
6  0.2  2 

6  5.4  5 

7  4.3  3 
5  5.6  9 


5  6.7  6 

6  3.3  4 

6  0.5  6 

7  4.3  0 
6  8.7  4 
6  6.6  7 

8  0.4  0 
6  4.5  6 
6  2.2  4 

6  4  .5  0 

7  0.4  4 


6  0.2  3 

5  7.6  0 

6  3.4  5 

6  5.5  0 

7  4.3  0 

5  9.7  8 
7  4.4  5 

6  6.5  0 

5  5.4  0 

6  3.3  3 
5  7  .6.-0 


6  5.4  0 

7  4.3  0 

5  8  .7  0 

6  6.0  0 

7  4.3  0 

6  4.5  6 

7  6.6  0 

8  0.3  3 
6  4.7  2 

6  6.6  7 

7  4.5  0 


3  5  0  .0  7 

4  0  3  .2  7 

3  7  7  .5  3 

4  0  8  .1  8 
4  1  5.3  9 

2.3  6 
3.7  2 
0.4  8 
7.7  7 
8  8.8  4 
8  9.1  9 


1911 


RfCAPITULATION   OF  SALES   FOR  WEEK   ENDING- 


MAY    6    1911 


Dept. 

MON.             '^• 

■    f.    TUES. 

WED. 

THURS 

FRI. 

SAT. 

TOTAL 

1 

6  0  .2  0 

6  8.6  3 

6  3.4  5 

7  4.4  0 

7  5  .0  2 

7  0.4  0 

4  1  2  .1  0  "  , 

2 

7  3  .6  4 

6  6.5  0 

7  4.0  0 

7  6.5  5 

6  5.4  0 

6  5.5  5 

4  2  1.6  4  .- 

3 

7  4.7  0 

6  5.5  5 

5  5.5  0 

7  7.7  7 

7  5  .0  3 

7  7  .0  0 

4  2  5.5  S:'^' 

4 

T  7  .8  9 

6  4.3  3 

7  .4  .6  5 

6  7.7  0 

5  5  .0  5     ■ 

7'6,6-? 

4  1  6  .2 .9  - 

5 

7  2.9  5 

7  5.4  3 

8  5.5  4 

6  8.0  8 

7  6.0  6 

6  9  .8  e 

4  4  7.9  4  -  . 

6 

6  6.8  0 

7  4.6  7 

7  4.4  0 

7  4.3  0 

-  8  0  .5  4 

.8  0.5  5 

4  5  1 .2  6  - 

7 

7  3.6  1 

6  5.4  3 

5  5.0  5 

5  7.0  7 

8  7.7  6 

7  0.7  6 

4  0  9  .6  8  * 

8 

6  2.0  9 

6  7  .7  S 

6  4.3  0 

5  8.8  0 

,   7  3  .4  5 

7  4.3  0 

4  0  0  .7  2  =:^ 

9 

5  3.5  6 

5  5.3  0 

5  5.5  0 

5  0.5  6 

5  7.5  6 

6  0  .7  0  ^ 

3  3  3-.1  8  -'' 

1  0 

6  2.8  0 

6  5.6  5 

6  0.7  6 

6  5.6  0 

8  0.5  4 

8  0  .5  4    ■ 

.4  1  5.8  9  " 

1  1 

7  1.1  6 

7  6.7  1 

6  0.9  8 

6  7.0  7 

7  0.4  3 

8  0.7  6 

4  2  7  .1  1  ■'' 

DEPARTMENT    SALES    BY    CLERKS 


MAY  5-    1911 


1'2.4 
9.6 
0.7 
9.1 
7.4 
8.1 


9^^ 

6  ' 

5 


1 


1 
1 
1 
1 
1 


5  7  .5  6  - 
.1  0-/^ 

1  2.3  0 
1  1.2  5 

8.4  3 
1  3.2  1 

9.6  5 


DEPARTMENT    SAtES    BY    CLE 


MAY  6-   1911 


9^1 


rkC 


1 


1 


3.0  0 
8.6  4 

2.1  1 
9.0  1 
7.6  0 

1  0.3  4 


6  0.7  0 


.1  0-//- 


1  3 


3.4 
0.1 
7.6 
2.3 


Figures,  and  figures  only,  furnish  accurate  information  as  to  the  con- 
dition and  progress  of  the  business.  Pictures  and  type  matter  may 
please,  but  figures,  if  properly  prepared,  give   accurate  knowledge. 


DEPARTMENT    SALES 


\ 


MAY  6  -   1910 


9i^ 


2  2 

2  3 

2  4 

2  5 

2  6 


1.3  4 

2.1  0 
8.6  6 

3.2  1 
0.0  9 


5  5.4  0 


1 
1 
1 


.1  OVf 

2.2  1 

3.3  4 

1.4  5 


p  8  It  e  two 


DEPART  S 

MAY  7- 

1910        c,, 

o,         1 

12  2 

1  2.3  4 

12  3 

1  2.4  5 

12  4 

1  0.2  1 

12  5 

1  4.3  8 

12  6 

1  5  .3  4         { 

eU'-n  2  * 

.1  0  # 

-//•    ( 

13  1 

1  2.3  3 

13  2 

1  1.6  6 
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The  Burroughs  for  Department  Stores 

Business  System  is  an  orderly  and  logical  arrangement  enabling  an  office  force,  by  simple  processes,  to  gather  the  facts  and  figures 
of  a  business  and  concentrate  them  into  clear  and  concise  statements  giving  a  complete  expression  of  the  activities  and  condition 
of  that  business.    More  than  this  may  properly  be  classed  as  "red  tape".     To  be  satisfied  with  less  is  to  endanger  business  success. 


TUTERCHANTS  who  have  replaced  the 
"■^  careless  methods  of  a  bygone  age 
with  modern  system  do  not  need  to  be 
told  that  the  new  way  is  necessary  if  com- 
petition is  to  be  met  without  sacrificing 
profits. 

The  purpose  of  this  folder  is  to  tell  of 
the  difference  between  the  old  accounting 
way  and  the  new  Burroughs  way,  which 
makes  possible  a  great  saving  in  time,  work 
and  worry;  how  to  simplify  the  system  you 
may  have  with  consequent  saving  of  cost; 
how  to  place  your  business  on  such  a  foot- 
ing that  you  may  be  master  of  every  detail 
and  able  to  administer  each  day's  work 
conscious  that  you  have  all  the  facts  and 
figures  of  your  business  by  which  to  guide 
your  judgments. 

Think  of  a  store  whose  daily  sales  aver- 
age about  7,000  and  in  holiday  season  some 
20,000  daily  separate  transactions  in  mer- 
chandise of  every  description,  ranging  in 
magnitude  from  one  cent  to  a  hundred 
dollars  or  more — and  each  day  at  noon  the 
manager  is  handed  a  balance  sheet  setting 
forth  the  grand  sales  total  of  the  pre- 
ceding day,  the  exact  amount  contributed 
by  each  of  the  36  departments,  and  by  each 
of  the  many  sales  people. 

Then  think  back  ten  years,  and  compare 
this  marvel  with  the  auditing  methods  of 
those  days. 

It  seems  like  magic,  doesn't  it?  Well, 
it  is  magic — made  possible  by  a  wizard  of 
wheels,  buttons  and  mechanical  intellect — 
The  Burroughs  Adding  and  Listing 
Machine. 

Under  the  roof  of  a  big  department  store 
in  New  England  we  have  the  most  precise, 
unsentimental  system  for  checking  every 
penny  of  expenditure  and  income  out  of  a 


total  that  reaches  into  the  thousands  each 
day.  Let  us  look  at  this  wonderful  sys- 
tem at  work. 

What  the  Manager  Finds  in 
His  Reports. 

The   General   Manager   sits  at  his   desk, 
studying  the   sales  sheet  of  yesterday.    He 


7/15/11,, 


System  SerTice  Department, 
Burroughs  Adding  Machine  Company, 
Detroit,  Ulchigan. 

Gentlemen; - 

For  more  than  a  dozen  years  we  have 
heen  using  Burroughs  Adding  Uachines 
and  during  all  that  time  we  have  been 
studying  system.   In  the  last  few  years 
with  the  aid  of  your  efficient  Service 
Department,  we  have  steadily  advanced 
from  the  old  straight  hand  machine  to 
your  latest  electric  duplex  with  all 
the  "fixings". 

To  enumerate  all  we  do  with  the 
Burroughs  machines  would  be  to  describe 
our  office  system  for  we  use  the  ma- 
chines for  balancing  our  cash,  auditing 
our  sales  clerks,  recapitulating  our 
daily  sales,  proving  our  daily  post- 
ings, carrying  our  perpetual  trial  bal- 
ances, distributing  our  Incoming  mer- 
chandise, making  it  possible  to  do  away 
with  the  purchase  ledger,  reconciling 
our  bank  accounts  and  in  many  other 
ways  peculiar  to  department  store  8ys~ 
tems.    We  know  that  our  Burroughs 
machines  save  us  thousands  of  dollars 
yearly. 

Yours  truly, 

0.  FOX  4  CO. 


..>Jf,^.^..,. 


notices  that  Department  9  had  a  bad  day, 
although  the  day's  total  for  the  establish- 
ment was  above  the  average.  He  finds  it 
was  the  same  the  day  before.  Other  days 
show  a  corresponding  condition  for  a  week 
back.  He  refers  to  the  sales  sheet  for  the 
corresponding  week  of  last  year  and  com- 
pares the  records.  The  comparison  is  un- 
favorable. With  a  .  larger  pay  roll  the 
department  did  not  equal  its  record  of  a 
year  ago.  Referring  to  the  sheet  showing 
the  different  clerks'  daily  sales  it  appears 
that  clerks  123,  125  and  126  in  Department 
9  have  fallen  below  last  year  in  sales.  A 
year  ago  their  salaries  and  "pro  rata"  of 
the  fixed  expense  averaged  9  per  cent  of 
their  gross  sales;  this  year  it  has  cost  10.5 
per  cent  for  the  goods  they  have  sold. 
The  store's  policy  of  fixing  selling  cost  in 
Department  9  requires  the  department  to 
show  an  average  below  9.5  per  cent  on  its 
total  sales,  which  makes  it  look  dark  for 
clerks  12,'?,  125  and  126.  At  the  same 
time,  the  manager  is  encouraged  to  find 
that  clerks  122  and  124  in  the  same  depart- 
ment are  doing  better  than  last  year,  aver- 
aging 8.2  per  cent,  where  they  were 
recorded  at  9.6  per  cent  last  year.  It 
appears  that  Department  9  is  lacking  in 
"team  play."  No  explanation  from  the 
head  of  the  department  will  do — the 
explanation  is  only  too  apparent  on  the 
sales  sheet. 

Next  week  the  sales  sheets  will,  in  all 
probability,  show  that  Department  9  has 
increased  its  sales  and  cut  its  selling 
expense  down  to  9.5  per  cent. 

Is  it  any  wonder  that  the  big  store 
grows  bigger  and  the  small  store  smaller, 
when  a  check  so  complete  is  kept  upon 
each  individual   soldier  in   the   sales  army 


paite  three 


that  wages  the  business  battle  of  the  mod- 
ern "emporium." 

The  incompetent  department  manager  or 
the  shirking  clerk  stands  naked  before  the 
general  manager  who  possesses  the  min- 
utely detailed  information  afforded  by  this 
system:  In  five  minutes  study  of  his  daily, 
weekly  or  monthly  balance  sheets  he  will 
have  a  better  understanding  of  the  busi- 
ness-under  him  than  he  could  obtain  by 
constant  investigation  and  consideration  of 
highly  seasoned  reports  from  department 
heads  under  the  old  system  of  holding 
important  decisions  in  abeyance  pending 
annual  or  semi-annual  balance  sheets. 

Master  of  His  Store 
The  general  manager  or  proprietor  who 
holds    this   system    at   his   elbow   is   master 


of  his  store  in  fact.  He  may  handle  the 
minutest  details  of  the  buying  and  selling 
organization,  personally  without  calling  for 
explanations  from  any  one  under  him. 
Each  department,  each  individual,  is  judged 
solely  by  results. 

The  most  wonderful  part  of  this  won- 
der of  modern  system  is  the  simplicity 
of  it.  The  daily  checking,  proving  and 
tabulation  of  figures  that  formerly  were 
available  but  once  or  twice  a  year  is  now 
accomplished  daily,  if  you  will,  with  less 
than  half  the  clerical  labor  formerly  re- 
quired to  do  half  the  work  in  a  half- 
hearted and  slipshod  fashion. 

The  secret  lies  in  the  method  of  adding 
the  items  that  make  up  these  7,000  or  more 
individual  sales.  When  you  understand 
the  method  by  which  this  is  accomplished 
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Name 

^dJress 

Delivered  to 

Sold  by                                 Am't  Rec'd 

QN'TY 

ARTICLES 

PRICE 

AMOUNT 

27024-  8 

Am't  Rec'd 

Am't  of  Sale. 

Sold  by  No. 

■ 

1 

27024-  8 

Original  sales  slip  with  stub  attached  which  serves  as  a  cashier's  voucher.    The  duplicate 
slip  is  printed  in  a  different  color  its  stub  being  used  as  an  auditing  slip  on  charge  sales. 


you  have  the  key  to  the  entire  subject — 
but  let  us  begin  at  the  beginning  and  fol- 
low the  process  exactly  as  if  we  were  cus- 
tomers of  the  store.  We  will  forget,  if 
you  please,  that  you  are  a  storeman,  and 
take  an  outsider's  view  of  the  store. 

To  check  the  day's  total  business  prop- 
erly we  must  know  how  much  merchandise 
each  of  these  clerks  sold,  and  whether  the 
total  of  cash  or  charges  turned  in  at  night 
corresponded  with  the  total  amount  of 
merchandise  sold  bv  the  clerks. 


An  Outside  View  of  the  Store 

In  order  to  set  the  machinery  of  this  par- 
ticular store  in  motion,  we  begin  by  making 
a  purchase  at  one  of  the  departments,  say 
number  31,  the  "white  goods"  counter. 
We  are  waited  upon  by  clerk  112,  who 
snips  off  a  yard  of  muslin,  worth  12c  and 
in  her  duplicate  sale  book  writes :  "Mus- 
lin 1,  12c."  The  series  number  of  the 
duplicate  sales  slip  is  32,  each  sale  being 
thus  given  an  individuality  by  which  it 
can  be  quickly  traced  and  distinguished 
from  any  of  the  7,000  or  more  of  its 
fellows.  Before  tearing  out  the  duplicate, 
clerk  112  records  the  item,  "12c,"  on  a 
line  numbered  32  in  the  index  which  is 
a  permanent  part  of  her  book. 

She  then  tears  out  the  original  and 
duplicate  and  sends  them  to  the  cashier 
with  the  cash  tendered  by  the  purchaser. 
The  cashier  examines  same,  and  if  they 
agree  as  to  the  amount  of  the  sale  she 
retains  the  original  stub  and  stamps  the 
original  slip  also  the  duplicate  sales  slip 
and  stub  "paid"  and  sends  them  back 
with  the  change. 

The  clerk  places  the  duplicate  slip  and 
its  stub  with  the  parcel  and  retains  the 
original  slip  which  is  turned  in  at  the 
close  of  the  day  to  the  auditing  depart- 
ment,  together   with   the   clerk's   index. 

There  must  be  cash  in  the  cashier's 
drawer  to  correspond  with  the  original 
stubs  received  for  the  day.  These  are 
added  on  a  6-N  Burroughs  to  give  the 
total  cash  sales  for  the  day  and  to  show 
a  balance  with  the  money  in  the  cashier's 
drawer. 


In  some  stores  clerks  do  not  wrap  their  own 
parcels  but  it  is  done  instead  at  wrapping  desks. 
The  sales  slips  in  this  case  are  handled  in  a 
slightly  different  way.  When  the  clerk  tears  out 
/he  original  and  duplicate,  the  latter  accompanies  the 
goods  to  the  bundle  desk,  while  the  original  is 
whisked  away  to  the  cashier,  in  company  with  the 
cash  tendered  by  the  purchaser  and  a  perforated 
stub  torn  from  the  duplicate.  This  stub  is  known 
as  the  "inspector's  voucher."  The  cashier  ex- 
amines the  original  and  the  voucher,  to  see  that 
both  agree  with  the  amount  of  sale  as  reported  by 
clerk  112.  Being  satisfied  of  this,  she  shoots  the 
voucher  back,  together  with  the  change.  It  is 
necessary  for  No.  112  to  present  this  voucher  to 
the  wrapping  desk  when  calling  for  the  parcel. 
On  presenting  the  voucher,  it  is  compared  with 
the  duplicate  slips  by  the  wrapping  people,  and 
if  the  two  agree  as  to  amount,  etc.,  the  goods 
are  surrendered  to  the  clerk  to  be  turned  over  to 
the  purchaser — but  not  until  the  voucher  has  been 
O.  K.'d  with  the  bundler's  initials  and  filed  on 
a  spindle.  It  will  be  seen  that  this  system  makes 
it  impossible  for  the  clerk  to  give  out  a  package 
without  making  it  a  matter  of  record.  The  bun- 
dle people  must  "go  on  the  clerk's  bond"  for 
each  parcel  so  to  speak.  There  must  be  cash  in 
the  cashier's  drawer  to  correspond  with  the  dupli- 
cate on  the  cashier's  file  and  with  the  voucher 
in  the  wrapping  department,  as  well  as  the  entry 
in   the  clerk  s  index. 
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Handling  Credit  Sales 

"pUT  while  this  has  been  going  on,  we 
■*-^  have  been  conducting  another  elabor- 
ate transaction  covering  the  credit  business 
of  the  day.  This  is  no  trifling  matter, 
either,  for  the  big  store  has  an  astonishing 
volume  of  charge  business,  and  Mr.  Gen- 
eral Manager  must  know  all  about  it  as 
well  as  the  cash  transactions  when  he  takes 
up  his  reports. 

The  method  of  keeping  credit  sales 
separate  from  cash  is  very  simple,  and 
handled  as  follows: 

In  making  a  sale  to  a  customer,  who 
carries  an  account  with  the  store,  the  clerk 
fills  out  a  sales  slip  and  sends  the  original 
and  duplicate  to  the  credit  office  for  O.  K. 
The  duplicate  with  its  stub  is  returned  to 
the  clerk  who  places  the  duplicate  sales 
slip  with  the  goods  and  retains  the  stub. 
The  amount  of  the  sale  is  recorded  on  the 
clerk's  index  as  in  the  case  of  a  cash  sale 
and  turned  in  at  the  close  of  the  day  to 
the  auditing  department. 

The  original  sales  slips  with  stubs  at- 
tached are  sorted  in  the  bookkeeping 
department  at  intervals  throughout  the  day 
according  to  the  ledger  accounts.  The 
stubs  are  then  detached  and  go  to  the  audit 
room  where  they  are  totaled  on  the  Bur- 
roughs by  ledgers  and  recapitulated  by 
ledger  totals.  This  gives  the  comptroller 
of  accounts  the  figures  against  which  the 
billing  department's  tally  rolls  of  items 
billed,  are  checked,  and  guards  against 
errors  or  omissions  in  billing.  The  origi- 
nal slips  go  to  the  billing  department  and 
form  the  basis  of  daily  entries  on  bill  and 
ledger  detail  sheet.  After  sales  slips  are 
billed,  they  are  filed  by  name  of  customer 
and  date. 

At  the  end  of  the  month  the  daily  charge 
totals  are  recapitulated  on  the  Burroughs 
and  provide  a  check  against  the  month's 
total  charges  appearing  on  the  ledger  bal- 
ance. 

Auditing  Sales  Slifis 

TN  the  auditing  department  each  morn- 
■*•  ing  the  day  commences  with  recapitula- 
tion of  the  sales  slips  which  have  been 
turned  in  the  night  before.  As  each  clerk's 
sales  slips  have  been  delivered  to  the 
auditing  department  with  the  clerk's  index 
accompanying  them  in  each  case  and  as 
the  sales  from  all  of  the  clerks  in  a  depart- 
ment are  delivered  together,  it  is  an  easy 
matter  to  commence  at  once  upon  a  recap 
of  the  sales  of  any  department — no  sorting 
is  necessary. 

We  will  watch  the  Burroughs  operator. 
Miss  Jones,  in  the  Auditing  Department, 
start  with  her  work.  Her  assignment  is 
to  recap  the  work  of  departments  1  to  12 
inclusive.  She  carries  the  bundle  of  slips 
marked  "Department  No.  1"  to  her  Bur- 
roughs machine  and  with  the  sales  slips  of 
clerk  No.  1  at  the  top  of  the  pile  is  ready 
to  proceed.  First  she  depresses  the  elim- 
inating key  which  is  marked  "E"  and  is  in 
the  upper  left-hand  corner  of  the  key 
board  of  her  machine,  then  the  one  key  in 
the  first  right-hand  column  and  pulls  the 
handle.  This  prints  the  figure  "1#"  at  the 
top  of  the  strip  of  paper  in  the  carriage 
to  indicate  that  the  figures  which  follow 
are  the  sales  of  clerk  No.  1.     The  use  of 
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.4  0 
2.4  0 
.7  5 
.5  6 
.6  7 
3.2  0 
4.0  0 
23  4 
3.0  0 
.15 
.10 
.3  5 
1.2  5 

19.5  2^^ 

1.0  0 
2.2  0 
.7  5 
3.0  0 

2.2  0 

2.3  5 
1.5  0 


Recapitulation  of  cash 
and  charge  sales  for 
each  clerk.  Slips  repre- 
sent cash  sales  and 
the  stubs   charge  sales. 
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the  eliminating  key  is  to  enable  one  to 
print  a  figure  as  in  this  instance  a  clerk's 
number,  without  adding  it  into  the  total  of 
the  figures  that  follow.  At  the  same  time 
it  prints  a  character  (Jt)  opposite  all  such 
amounts  to  show  to  the  observer  that  they 
are  not  added  into  the  total  obtained.  Next 
the  operator  depresses  the  total  key  that  is 
in  the  lower  left-hand  corner  of  the  key 
board  and  pulls  the  handle  of  the  machine. 
This  prints  the  Burroughs  star  (*)  which 
indicates  to  those  who  may  see  the  figures 
when  finished  that  the  adding  machine  was 
clear  of  any  other  figures  when  work  was 
commenced.  Faster  than  yoit  can  follow 
her  she  "riffles"  the  pile  of  checks,  listing 
as  she  goes.  As  fast  as  she  lists  the  last 
sales  slip  of  each  clerk  she  presses  the 
"Total"  button,  printing  the  footing  of  the 
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various  items.  In  this  manner  the  sales 
of  each  of  the  clerks  in  Department  No. 
1  are  listed  and  added. 

As  finished  each  clerk's  sales  slips  are 
stapled  to  the  adding  machine  strip  which 
shows  the  department  number,  clerk  num- 
ber, total  sales  and  the  initial  of  the  Bur- 
roughs operator.  In  case  a  clerk  sells 
goods  in  more  than  one  department  a  sep- 
arate list  is  made  for  the  sales  made  in 
each   department. 

As  the  different  clerks'  sales  are  totaled 
and  the  adding  machine  slip  attached  to 
the  sales  slips  they  are  kept  together  by 
departments.  When  the  different  opera- 
tors have  completed  totaling  their  assign- 
ment of  departments,  the  bundles  repre- 
senting diflferent  departments  will  next  be 
recaped  by  clerks  and  departments. 
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6  1 
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15  1 
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3 

1  4  .4  5 

6  2 
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15  2 

3  4.3  5 

4 

1  3.0  3 

6  3 

1  1.5  4 

113 
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15  3 
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5 
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6  4 

1  2  .0  6 

114 
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15  4 

4  2.2  5 

6 
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15  5 
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1  2.3  2 

6  6 

9.7  6 

116 
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4  1 
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1  2.3  0 

17  2 
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13  2 
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17  3 
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4  3 

2  6.5  0 

13  3 

8.4  3 

17  4 

1  4.7  8 

4  4 

2  2.5  0 

13  4 

1  3.2  1 

17  5 
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4  5 

3  1.1  5 
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13  5 

9.6  5 

17  6 

1  5.6  7 

4  6 

1  6.6  5 

13  6 

1  2.5  7 

17  7 

1  6.5  0 

4  7 

3  2  .3  4 

9  1 

1  2.2  1 

13  7 

1  3.3  2 

4  8 

2  6.5  0 

92 

1  1.3  4 

13  8 

1  1.6  6 

1  1  1 .6  1  - 

4  9 

2  7.5  5 

9  3 

1  0.2  2 

13  9 

1  3.0  1 

5  0 

1  5.7  5 

9  4 
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1  2  .7  6 
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9  6 
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9.8  7 

98 

1  0.6  5 
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8.9  8 

4^f 

9  9 

8.6  7 

'1^ 

18  3 

7.9  0 

'1^ 

10  0 

7.6  9 

2  3.3  5 

18  4 

1  0.2  1 

5  1 

2  2.2  5 

10  1 

1  0.3  4 

14  1 

3  2.2  2 

18  5 

8.6  5 

5  2 

2  0.5  0 

10  2 

1  2  .2  1 

14  2 

2  3.5  7 

18  6 

9.0  S 

5  3 

1  8.6  5 

10  3 

1  1.4  5 

14  3 

3  3.2  0 

18  7 

1  1.0  2 

5  4 

1  9.9  8 

14  4 

2  4.5  0 

18  8 

1  0.6  8 

5  5 

2  1.1  5 
1  0  2  .5  3  " 

1  3  7  .0  7  ='^ 

14  5 
14  6 

3  0.5  0 
1  6  7  .3  4  - 

18  9 

9.4  4 
8  5  .8  3  =■= 
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Recording  and  A  ddhig  the  Sales 
of  a  Day 

For  this  work  a  No.  15  Burroughs 
is  used,  equipped  with  a  split  and  normal 
device  which  permits  of  splitting  the  key 
board. 

This  operator  uses  paper  1154"  that  is 
in  a  continuous  roll  and  which  does  not 
have  to  be  taken  out  of  the  machine  until 
the  whole  of  the  work  is  completed.  Such 
a  machine  might  be  equipped  with  a  car- 
riage 18"  wide  that  would  handle  paper 
of  that  width.  In  this  way  the  work  could 
be  compiled  on  sheets  of  uniform  size  and 
filed  conveniently  for  further  reference. 

The  different  department  numbers  are 
designated  with  the  use  of  the  Eliminating 
Key  at  the  beginning  of  each  list.  With 
the  split  and  normal  device  set  to  divide 
the  key  board  into  two  sections  the  clerks' 
numbers  are  listed  on  the  left  side  of  the 
keyboard  and  the  amount  of  their  sales  on 
the  right   side. 

If  a  Duple.x  Burroughs  is  used  the  total 
of  the  department  sales  is  secured  in  the 
upper  set  of  adding  wheels.  By  use  of 
the  transfer  total  key,  on  this  type  of  ma- 
rhiiie,  the  total  of  a  department's  sales 
is  printed.  At  the  same  time  it  is  auto- 
matically transferred  from  the  upper  to 
the  lower  set  of  adding  wheels,  in  which 
is  accumulated  the  grand  total  of  all  de- 
partment sales.  This  operation  clears  the 
upper  wheels  ready  to  accumulate  the  total 
of  the  next  department's  sales. 

As  soon  as  the  sales  of  all  departments 
have  been  listed  and  added  in  a  similar 
way,  the  Duplex  Control  Lever  is  shifted 
to  the  "lower  counter"  position  and  the 
total  sales  of  all  departments  is  printed 
without  having  to  relist  the  department 
totals. 

Another  Method  of  Recapitulating 
Sales 

A  NOTHER  method  of  recapitulating 
•**■  sales  where  it  is  desired  to  secure  a 
total  of  both  cash  and  charge  sales,  also 
the  total  sales  by  each  clerk  and  the  total 
of  both  cash  and  credit  sales  of  each  de- 
partment, is  shown  in  the  accompanying 
illustration. 

This  form  is  made  up  on  a  15  Bank 
Burroughs  equipped  with  the  split  and 
normal  device  which  permits  the  division 
of  the  keyboard  into  two  separate  sections 
and  an  automatic  shuttle  carriage  which 
controls  the  movement  of  the  Duplex 
counters.  The  information  is  taken  from 
the  packages  of  sales  tickets  to  which  are 
attached  the  adding  machine  slip,  showing 
the  recapitulation  of  sales  of  each  indi- 
vidual clerk. 

l''irst,  the  department  number  is  printed 
at  the  top  of  the  sheet  with  the  eliminat- 
ing key  (S)  depressed.  Then  the  total  key 
is  depressed  and  the  handle  pulled,  which 
prints  the  clear  signal  (^!)  indicating  that 
the  machine  is  clear  before  beginning  to 
list  the  sales.  With  the  duplex  lever  in 
the  "upper  counter"  position,  the  clerk 
number  is  placed  in  the  left  section  of  the 
keyboard  and  the  cash  sales  in  the  right 
section.  A  pull  of  the  handle  lists  this 
clerk  number  together  with  the  amount  of 
the  clerk's  cash  sales,  which  are  accumu- 
lated in  the  "upper  counter"  and  auto- 
matically   shifts    the    carriage    to    the    left. 
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10  2 
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8.3  0 

1  0.5  4 

8.2  1 

4.7  6 

1  2.1  6 

6.1  4 

9.7  2 

1  0.2  0 

7.0  6 

6.1  8 

1  1.5  4 

8.0  9 

8.8  5 

1  3.1  3 

9.0  1 

9.7  7 

1  4  3  .6  6  ¥ 

1  5.6  2 
1  4.3  3 

1  0.5  1 

2  3.2  7 
1  3.1  8 

7.7  9 
1  2.6  9 
1  7.2  5 
1  5.5  1 
1  2.2  9 

3  0.7  0 
1  1.9  6 
1  4.5  1 
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12  1 

12  2 

12  3 

12  4 

12  5 

12  6 

12  7 

12  8 

12  9 

13  0 

1  4.5  4 

2  3.3  5 
7.7  9 
9.5  4 

1  1.2  3 
1  4.4  5 
1  5.0  1 
1  2.6  7 
1  3.2  1 
1  7.6  5 
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5  0 

3  7  7 

17  0 

2  4 

9  9  2 

2  5 

3  5  2 

2  0  5 

2  0  4 

7  5 

6  5  5 

1  9 

4  4  0 

17  4 

17  0 

2  9 

3  9  6  1 


6  5  9 

15  0 

15  7  4 

7  5 

12  9  9 

2  6  8 

2  13 

2  0 

5  9  9 

18  0  4 

3  0 

8  3 

13  8  3 

8  15  7 

15  0 

3  6  7 

16  0 

12  4 

8  9  2 

7  5 

5  6  7 

12  3  4 

3  2  1 

8  0 


3  9  7  0 
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1  0  .4  7  ■ 

1  4  .8  2  ^ 

1  7  .4  5  ■ 

2  1 .5  0  ■ 
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1  2  .7  9  = 

2  8  .3  4  ■ 

2  8  1 .1  8  zi 
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1  6  .0  4  - 

2  7  .0  2  5 

9.3  9  - 

1  0  .7  8  1 

2  0  .1  5  r 

1  5  .2  0  ■ 

2  0  .6  8  ■ 
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1  6  .4  2  ■ 

1  8  .4  5  = 

1  7  9  .1  4  i 
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RECORD  OF  SALES  TICKETS  AND  RECAP.  OF  CLERKS  CASH,  CREDIT  AND  C.  O.  D.  SALES 
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10 

11 

12 

13 

14 

15 

16 

17 

18 

19 

20 

21 

22 


.6  4^^ 


.2 

1.2 

.3 

2.3 

3.4 

1.3 

.2 

.4 

.7 

1.2 

3.4 

.5 

.7 

2.3 


5 

5 

5 

5  ■ 

5 

5 

5  ■ 

5  ■ 

5 

5  1 

5 

5 

5 

5-/^ 


.7  5 -It 
2.3  5  ■ 
1.2  5  ■ 


.6  5-/^ 


1.; 


5  f 
5  1 
5  ■ 
5  ■ 
5  • 
5 
5 
5 
5 

5  ■ 
7  5-/^ 

2  5  1 

3  5 

4  5  1 
7  5^f 
A  6 

5 
5 
5 


.3 
.2 

.1 


1 


.1  0 
.2  5 
.4  5 


.6  6^f 


.3  5 
1.2  5 

.4  5  1 

.7  5 

.7  5  1 
1 .2  5  -/f 

.3  5 


.4 

.7 

1.2 

.3 

.4 


5 
5 
5 
5 
5 


.6  7-/f 


^f 


.4 
.7 
1.2 
.4 
.7 
.4 
.7 


1  .2  5  -/^ 


.6  8# 


.2 

.1 

1.2 

.3 

.4 


1 


.6  9:fr 

5 
5 
5    1 

5  1 

5 

.7  5^t 
.6  5 
.5  0 
.4  5 

5 

5 

5# 

5  1 

5  1 

5 

0 

5 


.2 
.1 
.2 
.6 
.7 
.8 
.6 
.1 
.1  0 
1.2  5 

1.1  5 
4.5  5 

1.2  5 


C.    0.    D.    Sales 

.6  4^t 


.6  7 -If 


2.3  5 
.7  5 

3.4  5 


1.2  5 
.7  5 
4.4  5 
1.2  5 
6  .5  5  T      1 .2  5 


.6  5 -It       8  .9  5  T 
.6  8^f 


.7  5 

.7  5 

1.2  5 

2.3  5 


1.3  5 
1.2  5 


5  .1  0  T      2  .6  0  T 


29 

3  .4  5  # 

J        --w^ 

.2  5 

-- — ^ 

1.4  5 

1.1  5  1 

.6  6  -/f          .6  9  -/f 

30 

1.2  5  1 

1 .2  5  # 

.3  5 

.3  5 

.3  5  1 

31 

2.3  5  1 

.2  5  1 

1.2  5 

.6  5  1 

1.2  5 

1 .2  5              .7  5 

32 

.4  5  1 

.7  5  1 

.2  5 

.7  5  1 

.7  5 

1 .2  5          1 .2  5 

33 

.4  5 

.4  5 

.7  4 

.2  5 

2  .3  5  ■//- 

1 .2  5          2  .3  5 

34 

.7  5 

2  .3   5  :/^ 

.4  5 

.1  5 

.4  5 

2.3  5 

35 

.8  5 

1.2  5 

2.3  5  1 

1.1  0  1 

4.3  5  f 

36 

.2  5 

2.3  5  1 

1.2  5  1 

1.2  5 

6.1  0  f 

37 

.1  5 

2.2  5  1 

.7  5-/f 

2.3  0  1 

38 

.8  5 

.4  5  1 

Total    C.O.D.      3  3.6  5  s 

39 

4.4  5-lt 

.7  5 

Clerk   64          2  8.9  0  1 

40 

3.4  5  1 

1  .2  5  -If 

65           2  5.9  6  1 

41 

2.3  5  1 

.4  5 

66           1  8  .8  6  1 

42 

1.2  5 

.7  5 

67           2  6.9  9  1 

43 

3.4  5 

.6  5 

68           2  2.8  3  1 

44 

.3  5 

1.2  4  1 

69           2  1 .6  0  1 

45 

1 .2  5  -/f 

2.3  5 

46 

2.3  5 

.4  5 

Total    Sales    1  7  8.7  9  zi 

47 

.4  5  1 

.7  4 

48 

.7  5  1 

.7  5 

49 

1.2  5-lt 

1.1  5  1 

50 

.2  5 

Recapitulation  of  Sales  on  Burroughs 

Cr.  Sites 

1  1 .9  5  s 

1  4  .9  0  s 

8.8  5  s 

1  1 .8  0  s 

1  0  .7  4  s 

1  1 .4  5  s 

Duplex.       This    shows    Numbers    of 

Ctsk  " 

1  6 .9  5  T 

1  1 .0  6  T 

1  0  .0  1  T 

1  5  .1  9  T 

1  2  .0  9  f 

1  0  .1  5  T 

Sales  Slips,  and  Totals  of  Cash  Credit 
and   C.   0,   D.   Business    by    Clerks. 

IKll 

2  8  .9  0  * 

2  5  .9  6  1 

1  8  .8  6  ii 

2  6 .9  9  ii 

2  2  .8  3  t 

2  1 .6  0  t 
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The  automatic  movement  of  the  carriage 
to  the  left  also  automatically  moves 
the  duplex  lever  to  the  "lower  counter'' 
position.  The  charge  sales  are  now 
placed  in  the  left  section  of  the  keyboard, 
the  total  sales  of  this  same  clerk  in  the 
right  section  and  by  the  pulling  of  the 
handle,  these  two  items  are  printed  and 
accumulated  in  the  lower  set  of  adding 
wheels. 

At  the  completion  of  the  operation,  the 
carriage  automatically  shifts  back  to  first 
position  ready  for  the  listing  of  the  num- 
ber of  the  second  clerk  and  the  accumu- 
lating of  the  cash  sales  in  the  upper  coun- 
ter  as   before. 

After  the  sales  for  all  the  clerks  of 
a  department  are  listed,  a  total  from  the 
upper  counter  gives  the  total  cash  sales, 
while  a  total  from  the  lower  counter 
shows  in  the  left  section  the  charge  sales 
and  the  right  section  total  of  all  sales. 

The  next  department  is  recapitulated  in 
the  same  manner  and  after  the  sales  of 
all  departments  have  been  thus  listed  and 
added,  the  footings  of  the  sales  in  the 
various  departments  are  recapitulated  in 
the  same  manner  as  have  the  totals  of  the 
clerk's  items,  and  the  total  secured  from 
this  recapitulation  will  be  the  total  cash 
sales,  total  charge  sales  and  total  sales 
for   the   day. 

Advantage  of  the  Burroughs  Duplex 

A  DUPLEX  BURROUGHS  with  wide 
carriage  and  sufficient  capacity  to 
handle  the  totals  may  be  used  to  recap- 
itulate a  department  store's  daily  sales  by 
clerks  and  departments  and  at  the  same 
time  secure  separate  totals  of  cash,  credit 
and  C.  O.  D.  sales  together  with  a  record 
of  each  sales  ticket  by  number. 

Sales  tickets  are  numbered  from  1  to  50 
and  are  first  separated  according  to  clerks 
and  then  arranged  in  numerical  order. 
Then  the  operator  begins,  we'll  suppose. 
with  clerk  No.  64.  He  inserts  this  number 
at  the  top  of  the  column,  using  the  elimin- 
ating key.  Clerk  64  made  his  first  sale  for 
the  day,  on  ticket  No.  6.  The  platen  on 
the  machine  is  turned  until  the  printing 
position  is  in  line  with  the  number  on  the 
sheet  corresponding  to  the  number  of  the 
sales  ticket.  No.  64's  sales  then  follow  in 
numerical  order  up  to  Ticket  37,  which 
was  the  last  sale  of  the  day. 

In  listing,  the  cash  sales  are  accumulated 
on  the  upper  counter  and  the  credit  sales 
on  the  lower  counter,  C.  O.  D.  sales  being 
listed  with  eliminating  key  depressed. 

When  Clerk  No.  64's  sales  are  all  listed 
the  platen  is  turned  to  "Credit  Sales"  and 
a  sub  total  is  taken  from  the  lower 
counters.  Next  a  transfer  total  from  the 
upper  set  of  counters  will  give  the  cash 
sales  and  a  total  from  the  lower  counters 
will  then  give  Clerk  64's  total  sales  for  the 
day.  This  does  not  include  C.  O.  D.  sales, 
which  are  not  counted  until  collection  is 
made. 

This  operation  is  repeated  for  clerks  65, 
66,  67,  etc.,  until  the  sales  of  all  the  clerks 
have  been  listed.  It  will  be  noted  that 
Clerk  67  began  the  day  with  a  sale  on 
ticket  No.  30,  and  used  up  his  entire  book, 
whereupon  a  new  book  was  issued  and 
eight  sales  from  this  book  show  at  the  top 
of  the  column. 

After  all  clerks'  sales  for  the  department 
have  been  thus  recapitulated,  the  carriage 
is  shifted  to  the  last  column  of  the  sheet 


and  the  C.  O.  D.  sales  are  listed  under 
clerks'  numbers.  By  taking  "transfer 
totals"  of  each  clerk's  C.  O.  D.  sales,  the 
total  of  these  sales  is  accumulated  in  the 
lower  set  of  adding  wheels,  and  in  order 
to  allow  this  amount  to  remain  in  the 
machine  a  sub-total  of  the  amount  is  taken. 
To  this  is  added  the  total  of  the  cash  and 
credit  sales  of  each  clerk  and  the  grand 
total  thus  secured  will  be  the  total  sales  for 
the  day,  including  C.  O.  D's. 

The  Cashier's  Department 

TN  the  cashier's  department  there  are, 
■*■  according  to  the  season  of  the  year, 
from  ten  to  eighteen  cashiers  busily 
engaged  in  their  various  duties,  making 
change,  comparing  and  stamping  tickets, 
going  over  extensions,  etc.  On  busy  days 
these  cashiers  frequently  handle  more  than 
1,000  cash  tickets  each,  or  from  10,000  to 
20,000  in  all. 

Directly  in  front  of  the  cashiers  are 
double  pneumatic  tubes,  running  to  every 
section  of  the  store.  Each  tube  is  num- 
bered and  a  sufficient  number  of  cash 
carriers  properly  numbered  to  correspond 
are  supplied  for  each  department. 

Two  or  three  relief  cashiers  are  con- 
tinually present  in  the  room,  whose  duty 
it  is  to  relieve  a  cashier  when  occasion 
calls  one  away  from  a  desk.  At  noon 
hours  the  relief  force  is  augmented  by  the 
impressment  of  sales  clerks  who  have  had 
some  experience  as  cashiers. 

A  cashier's  stamp  of  different  design  and 
color  is  provided,  so  that  tickets  handled  by 
a  relief  cashier  can  be  easily  distinguished 
from  those  handled  by  the  regular  cashier. 

Every  morning  each  cashier  is  provided 
with  a  certain  amount  of  change,  generally 
about  $50.00,  to  begin  the  day's  business. 
At  certain  intervals  during  the  day  the 
surplus  is  collected  and  receipts  given 
therefor.  At  the  close  of  the  day  each 
cashier  makes  up  her  report,  from  which 
she  deducts  the  amount  furnished  her  in 
the  morning,  which  will  show  the  net 
receipts  for  the  day.    This  report  is  given 


48506 


to  the  chief  cashier.  The  report  merely 
notes  the  day,  the  number  of  the  cashier, 
the  amount  of  money  turned  in  and  receipts 
for  money  collected  durmg  the  day.  The 
chief  cashier  summarizes  on  the  Bur- 
roughs the  reports  from  the  various 
cashiers  and  the  total  secured  is  entered 
on  the  cash  book  as  the  cash  receipts  for 
the  day.  The  report  is  then  passed  to  the 
auditor  to  be  checked  with  the  report  of 
the  day's  business. 

Cash  Received  on  Charge  Accounts 

i\  LL  cash  received  on  charge  accounts 
^^  is  entered  on  a  form  five  inches  wide 
which  is  in  duplicate.  This  form  is  on 
roll  paper  and  the  duplicate  remains  in 
the  autographic  register. 

The  original  copies  are  torn  off  and 
sent  to  the  bookkeepers  to  be  separated 
into  the  several  ledger  divisions. 

As  these  are  posted  to  the  ledgers,  the 
slips  are  placed  in  the  ledger,  extending 
above  the  upper  edge  of  the  page.  After 
the  ledger  is  posted,  the  entries  are  listed 
on  the  Burroughs  and  the  total,  balancing 
with  the  total  of  the  slips  themselves, 
provide  a  quick  and  accurate  daily  proof 
of  posting. 

The  bookkeepers  assemble  all  their  cash 
received  entries  on  their  several  ledgers, 
bind  them  with  a  stapling  machine,  and 
add  them  on  the  Burroughs  6N  Electric. 
The  bundle  totals  are  later  listed  and  the 
grand  total  must  prove  against  the  daily 
posting  proof  list  and  the  cashiers'  receipts. 

The  cashiers  total  the  duplicate  auto- 
graphic register  record  on  the  Burroughs 
to  balance  their  cash,  and  with  the  daily 
posting  proof. 

A  further  check  on  the  system  is  the 
fact  that  at  the  end  of  the  month,  the 
daily  cash  received  totals  are  listed  on  the 
Burroughs  and  their  total  must,  when 
added  to  the  total  merchandise  credits, 
equal  the  trial  balance  total  of  "credits  for 
the   month." 


All  Cash  Received  on  Account  is  Entered  in  Duplicate  on  an  Autographic  Register. 
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J.  DOE  &  COMPANY 

HARTFORD,  CONN.     JAN   2 ,    1911 

SOLD   MRS.  J.  H.  HOWARD, 

1545  BROAD  STREET,  CITY 

TERMS  —  ALL   ACCOUNTS    MUST   BE   SETTLED    IN    FULL   EACH    MONTH 


DATE 

ITEMS 

DAILY 
TOTALS 

CREDITS 

BALANCE 

DEC        2 

1 

SHOES 

3 

00 

3    00 

1 

II 

3 

50 

3    50 

1 

M 

4 

00 

1 

PR.    GLOVES 

2 

00 

1 

DRESS 

2 

00 

1 

HOSE 

67 

15    17 

3 

SUIT 
HOSE 

~- ■ 1 — 

6 

00 
50 

6    50 
21    67 

6    50 

15 

17 

Section  or  Bill  and  Charge  Sheet.    Original  is  Sent  Out  as  Monthly  Statement  While  Duplicate  is  Filed 
Opposite  Ledger  Sheet  to  Which  Total  is  Posted. 


Billing  Department 

AS  previously  stated,  charge  sales  slips 
are  delivered  to  the  billing  depart- 
ment, arranged  into  ledger  sections  and 
totaled  on  the  Burroughs.  Typewriters 
equipped  with  tally  rolls  are  used  for  bill- 
ing, the  bills  being  made  up  in  duplicate, 
the  original  being  the  statement  to  cus- 
tomers, the  duplicate  an  itemized  monthly 
journal  or  sales  record.     The  ledger  is  not 
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itemized,  merely  the  monthly  total  of  each 
slip  being  posted. 

These  bills  are  kept  in  a  loose  leaf  ledger 
with  pages  of  the  same  size  as  the  duplicate 
bills,  the  duplicate  bill  being  placed  in  the 
binder  facing  the  ledger  account. 

The  charges  are  arranged  in  alphabetical 
order,  the  proper  page  in  the  ledger  is 
referred  to,  the  bill  removed  and  placed 
in  the  typewriter  and  the  items  for  the  day 
are  added  to  those  previously  entered  dur- 


ing the  current  month.  After  all  items 
have  been  placed  on  the  bill,  it  is  returned 
to  the  ledger  from  which  it  was  taken. 

The  daily  tally  roll  as  made  up  by  the 
billing  clerks  is  footed  on  the  Burroughs 
and  is  checked  by  the  auditor  against  his 
recapitulation   of  charge  stubs. 

This  guards  against  any  error  in  extend- 
ing the  items  on  the  various  bills  or  the 
omission  of  any  charge  slips.  At  the  end 
of  the  month,  the  bills  with  a  number  of 


.„„„„  /j-'^r  y-^Lu-^ii^ 4^ 


ADDRESS 
LIMIT  / ^  OJL 


Section  or  Ledger  Pace  Showing  Total  Charges,  Total  Credits  and  Balance  or  Account. 
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LEDGER 

BALANCE 

OLD    BALANCES 

CHARGES 

CREDITS 

NEW    BALANCES 

4  8.0  0 

* 

4  0.0  0 

8.0  0  ■ 

1  3.1  2 

2  0.1  5 

1  5.0  6 

1  8  .2  1  ■ 

5  6.0  4 

7  8.7  3 

5  6.0  4 

7  8  .7  3  ■ 

3.5  0 

3.5  0 

5.9  4 

4.4  0 

5.9  4 

4.4  0  ■ 

7  1.7  1 

1  0  .8  6 

1.2  3 

8  1 .3  4  ■ 

1  1.8  5 

2  1.6  7 

1  8.3  5 

1  5  .1  7  ■ 

7.9  8 

1.3  9 

7.9  8 

1.3  9  ■ 

1  9.1  8 

5.0  0 

1  9.1  8 

5.0  0  ■ 

.6  8 

.6  8 

3.2  9 

1  6.3  9 

7.7  9 

1  1 .8  9  ■ 

3  0.9  0 

1  0  .0  0 

2  0 .9  0  ■ 

1  0.4  4 

7.0  0 
9.9  5 
3.8  8 

.      1  7  .4  4  f 
9.9  5  f 
3.8  8  ■ 

1  2.1  0 

.5  3 

4.5  0 

8.1  3  ■ 

1  5  5  .7  6 

6  3.2  8 

2  8.1  5 

1  9  0  .8  9  ■ 

1  2.2  2 

9.5  5 
7.4  6 

1  1.9  7 

9.8  0  ■ 
7.4  6  ■ 

9  1.8  1 

8.9  5 

8  2  .8  6  ■ 

2  8.2  0 

6.3  7 

1  5.0  0 

1  9 .5  7  ■ 

6  0.6  5 

.8  3 

1  5.0  0 

4  6  .4  8  ■ 

1  1.2  2 

5  0.1  2 
2  2.5  0 

.9  8 

6  0 .3  6  ■ 

2  2  .5  0  ■ 

6.6  8 

6.6  8 

.8  1 

.3  9 

.4  2  ■ 

1  4.0  4 

5.5  2 

2.8  9 

1  6  .6  7  ■ 

7.0  3 

4.3  1 

7.0  3 

4.3  1  ■ 

1  1.8  5 

1  1 .8  5  ■ 

1.5  0 

2.5  0 

1.5  0 

2.5  0  ■ 

6  6.5  8 

2  1.8  9 
1  8.5  0 

8  8  .4  7  ■ 

185  0  • 

.8  5 

1  8.9  7 
7.7  6 

1  9  .8  2  ■ 
7.7  6  J 

2  4.3  7 

1  2.5  8 

2  4.3  7 

1  2  .5  8  ■ 

7.5  0 

7.5  0 

3.9  8 

4.0  0 
1.5  0 

3.9  8 

4.0  0  ■ 
1 .5  0  ! 

.5  0 

.5  0 

.2  9 

2.4  0 

.2  9 

2.4  0  ! 

1  5.0  7 

1  5  .0  7  J 

1  6.5  0 

8.0  6 

6.0  0 

1  0 .5  0  ! 
8.0  6  . 

4  0.5  2 

1  5.0  0 

2  5  .5  2  - 

■ 

3.8  0 

3.8  0  - 

8  7  1 .8  5 

4  5  2  .6  6  s 

3  4  6  .4  3 

9  7  8  .0  8  s 

Monthly  trial  balance  made  on  a  15  column  shuttle  carriage  duplex  Bur- 
roughs.   Proves  ledgers  in  balance  and  gives  total  charges  and  credits 
against  which  to  check  journal  and  cash  book  footings  for  the  month. 

items  are  added  on  the  lUirroughs  Ma- 
chine, while  those  with  only  two  or  three 
items  are  usually  added  mentally. 

The  bills  after  the  total  credits  are 
deducted  from  the  total  debits,  become  the 
net  charge  total  of  the  bill  for  the  month. 
To  this  is  added  any  balance  carried  over 
from  the  previous  month,  which  completes 
the  statement.  The  total  debit  as  shown 
by  the  debit  column  of  the  statement  is 
extended  in  one  item  in  the  charge  column 
of  the  ledger  and  the  credit  total  in  the 
credit  column. 

After  the  posting  has  been  completed, 
the  statement  is  ready  to  mail  to  the  cus- 
tomer. The  duplicate  statement  is  held  in 
the  ledger  for  ten  or  more  days  so  as  to 
have  it  convenient  in  case  of  "claim  of 
error.  It  is  then  filed  away  under  the  name 
of  the  customer. 

Purchase  Invoices 

TNCOMING  invoices  are  checked  and 
-*•  approved  by  receiving  clerks  and  buy- 
ers, and  entered  in  an  invoice  register 
which  divides  the  invoices  according  to 
departments. 

This  register  shows  gross  amount  of  the 
bill,  returns,  deductions,  discounts,  etc.,  the 
net  column  equalling  the  combined  footing 
of  the  several  department  columns. 

They  are  proven  daily  and  totaled 
weekly  and  monthly.  The  total  net  amount 
of  the  invoices  for  the  month  are  charged 
to  merchandise  purchase  account  and 
credited  to  accounts  payable  in  the  general 
ledger. 

Obtaining  Trial  Balance 

A  LL  statements  having  been  posted  to 
•^^  the  ledger  and  mailed  promptly  on 
the  first  day  of  the  month,  the  ledger 
clerks  extend  the  ledger  balances  and  as 
soon  as  this  is  finished  the  ledgers  are 
passed  to  the  adding  machine  operator  for 
the  trial  balance.  For  this  work  is  used  a 
No.  15  Duplex  Electric,  equipped  with 
Shuttle  Carriage.  The  keyboard  is  split  be- 
tween the  8th   and  9th  columns. 

The  use  of  the  shuttle  carriage  enables 
the  operator  to  take  off  all  of  the  informa- 
tion needed  from  each  account  by  turning 
through  the  ledger  but  once.  If  the  Du- 
ple.x  Machine  is  not  used,  it  would  be 
necessary  to  turn  through  the  ledger  once 
for  the  old  balances  and  the  debits  and 
again  for  the  new  balances  and  the  credits. 

Each  ledger  contains  four  hundred 
accounts.  A  sub-total  is  taken  after  each 
fifty  or  one  hundred  accounts,  this  number 
of  items  being  counted  by  the  bell  on  the 
carriage,  so  as  to  determine  as  you  proceed 
whether  the  work  so  far  is  correct,  which 
fact  may  easily  be  determined  by  adding 
together,  as  shown  by  the  sub-totals,  the 
old  balance  and  the  charges  and  balancing 
them  against  the  sum  of  the  new  balances 
and  the  credits.  In  case  the  totals  do  not 
agree,  a  mistake  has  been  made  in  the  last 
section  of  accounts  listed  and  the  error 
may  easily  be  located  as  each  line  must 
balance  across,  viz.,  old  balance  plus 
charges  must  equal  new  balance  plus 
credits. 

After  the  ledgers  have  all  been  balanced 
in  this  manner,  their  totals  are  listed  in  the 
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Summary  of 

LEDGCR     BALANCE. 

1  2,  3  6  8  .7  4 

1  4,  7  5  6  .3  9  " 

1  0,  2  7  0  .9  8 

1  6,  8  5  4  .1  5  ■ 

8,  4  9  6  .8  2 

6, 1  8  2 .9  9 

4,  9  6  5  .6  7 

9,  7  1  4  .1  4  ■ 

1  0,  2  3  0  .0  0 

7,  0  6  9  .3  6 

5, 1  6  5  .7  2 

1  2, 1  3  3  .6  4  - 

8,  6  3  6  .3  6 

6,  7  7  0  .2  7 

4,  7  5  8  .0  4 

1  0,  6  4  8  .5  9  ^ 

1  4,  6  8  8  .1  8 

9,  8  2  9  .3  5 

7,  9  1  5  .7  5 

1  6,  6  0  1 .7  8  ■ 

4, 1  9  7  .0  0 

*    2,  5  5  2  .3  4 

1,  8  2  3  .8  7 

4,  9  2  5  .4  7  ■ 

1  0,  8  0  6  .5  2 

8,  3  5  1 .8  6 

6,  6  0  7  .8  9 

1  2,  5  5  0  .4  9  ■ 

•6  9,  4  2  3.6  2 

5  5,  5  1  2  .5  6  -X- 

4  1,  5  0  7  .9  2 

8  3,  4  2  8  .2  6  r 

Summary  of  Ledger  Balances  on  the  Several  Ledgers 


same  manner,  making  a  trial  balance  of  all 
ledger  footings,  which  must,  of  course, 
balance  across  in  the  same  manner  as  each 
account  or  each  ledger  footing.  This  com- 
pletes the  ledger  balance. 

When  the  balance  is  completed  the 
items  and  totals  of  the  old  balance 
column  must  be  the  same  as  the  new 
balance   column  of  the  previous  month. 

The  total  of  the  "debit"  column  must 
correspond  with  the  total  charges  as 
summarized  for  the  month  by  the  audit- 
ing department. 

The  total  of  the  "credit"  column  must 
agree  with  the  total  cash  and  journal 
items  as  summarized  by  the  auditing 
department. 

Thus  this  form  of  trial  balance  proves 
not  only  that  the  ledgers  are  in  balance, 
but  that  each  individual  account  is  footed 
and  the  balance  properly  extended.  It  also 
proves  by  the  grand  totals  of  the  charges 
and  credits  columns  that  all  items  have 
been   posted   and   posted   correctly. 

This  store  gets  the  balance  on  their 
twenty-five  ledgers,  containing  ten  thous- 
and accounts,  with  the  Burroughs  Machine 
and  one  operator  in  five  days,  relieving 
the  ledger  clerks  entirely  of  all  trial  bal- 
ance work ;  at  the  same  time  no  one  ledger 
is  held  long  enough  to  make  any  break 
whatever  in  the  work. 


Petty  Cash  Expenditures 

'T*HE  handling  of  small  expenditures, 
■*■  such  as  stamps,  car  fare,  messenger, 
drayage,  etc.,  occasions  much  bother  and 
involves  considerable  bookkeeping  unless 
properly  handled. 

The  Burroughs  Imprest  Cash  System  is 
being  adopted  by  hundreds  of  business 
houses.  The  plan  is  to  draw  a  check  for 
"cash"  to  cover  the  probable  expense  for 
a  week.  This  cash  is  placed  in  a  drawer 
from  which  is  paid  all  such  items  as  it  is 
desired  to  handle  in  this  manner.  A  mem- 
orandum is  made  out  for  each  item  as  it 
is  paid  and  placed  in  an  envelope  pre- 
pared for  this  purpose.  At  the  end  of  the 
week  all  memorandums  are  removed  and 
assorted  under  the  headings  to  which  the 
items  should  be  charged.  The  envelope  is 
then  inserted  in  the  adding  machine  and 
the  different  items  listed  under  the  proper 
headings.     The  totals  under  the  different 


headings  will  show  the  entire  amount  paic 
out. 

A  new  check  is  drawn  for  the  amount 
paid  out,  thus  replenishing  the  fund  to 
the  original  amount.  The  bookkeeper  then 
makes  entries,  charging  the  various  ac- 
counts with   the  amounts  paid   out. 

Bank  Deposits 

A  LL  cash  received  each  day  is  sent  to 
^^  the  bank  for  deposit,  thus  the  bank 
book  and  deposit  slip  will,  each  day,  be 
equal  to  the  previous  day  cash  receipts, 
and  the  total  deposit  for  the  month  will 
agree  with  the  debit  footing  of  the  cash 
book  for  the  month. 

Checks  are  drawn  to  cover  petty  cash 
expenditures  and  pay-roll,  thus  there  will 
be  a  cancelled  check  as  a  voucher  for  each 
expenditure. 

The  deposit  slip  is  made  up  on  the  Bur- 
roughs and  if  desired,  it  may  be  made  in 
duplicate,  the  carbon  copy  being  retained 
as  a  permanent   office   record. 


The 

Duplex  Model 

npHE   Duplex 
-■•    Model  is 
equipped   with 
two  sets  of  add- 

^^H^£r-^-- 

^[^^^^     7     \ 

ing   wheels    to 
accumulate 
two   separate 

■  ^fil^v&;4 

totals    at  the 

^^^H- . 

same    time. 
When     the 
'  Control    Lev- 

^I^@^ €; 

er,"  which  is 
located  at  the 
left  side  of  the 

ll,^^iC4>£^ 

keyboard,  is  in 

VtCSlLTBITV 

the        upper 

|H^<3X3>C 

t^" 

counter"    po- 

^IH^ (2X2)^ 

sition  items 

may  be  accum- 
ulated   in    the 
upper   set    of 

^ffi;©r(l)  0    r 

adding  wheels. 

^^^H  * 

When   in   the 

^^^H 

lower    count- 

^^^^& 

er"     position 

^^^^^^^^^^^^^^^^^^^^^^^^^^ 

the   items    are 

^^^^^^^^^^^^^^^^^^^^^^^^^m 

accumul  ated 

^^^^^^^^^^^^^^^^^^^^^^^^B 

in  the   lower 

^^^^^^^^^^^^^^^^^^^^^^^^^m 

set    of  adding 

^^^^^^^^^^^^^^^^^^^^^^^^^1 

wheels. 

» 

Pennies 

1  1  .8  1 

Silver 

5  3  8  .7  5 

Paper 

2,  0  3  2  .0  0 

Checks 

3  4  9.9  0 

3.1  5 

4.5  5 

3.6  2 

1.1  6 

2.0  8 

3.3  4 

1  5.0  0 

2  2.0  0 

2  5.0  0 

Total 

3,  0  1  2  .3  6  s 

Paid  out 

2  1 .2  0  ^/- 

Balance 


2  9  9  1  .1  6  - 


On  hand  May  12  2  9  1  .5  0 
Collections  1,  3  4  9  .9  0 
Cash  Sales     1,  3  7  0  .9  6 


Paid  out 


'3,0  1  2.3  6  s 
2  1 .2  0  -/f 


On  hand  May  13  2,  9  9  1  .1  6 


Balancing  Cash 

TT  is  necessary  that  cash  be  balanced 
-*■  every  day,  and  the  Burroughs  is  of 
considerable  assistance. 

The  cash  as  counted  can  be  listed,  together 
with  the  checks,  and  all  calculations  neces- 
sary may  be  made  on  the  machine. 
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Business  Summary  by  departments. 

PURCHASES 

DEPARTMENTS       1 

CASH  SALES   I 

CR.  SALES 

2  4  5  .4  5 

Leather  Goods 

2  1  2  .4  0 

9  6.5  0 

Cash  Bal. 

1  2  5  .0  0 

5  3  3  .2  0 

Jewelry 

2  1  9  .1  7 

3  4.3  0 

Collections 

2,  4  5  6  .4  3 

4  4  .5  0  ■ 

Ribbons 

1  7  5  .3  3 

4  5.5  4 

Cash  Sales 

4,  8  4  9  .1  1 

6  7.67 

Hosiery- 

1  3  8  .5  1 

6  6.7  0 

3  5  .4  0  1 

Domestics 

4  3  4  .9  9 

8.6  0 

Total   Cash 

7,  4  3  0  .5  4  ¥ 

4  6  7  .0  0  ! 

Linens 

4  2  1 .0  2 

7  8.7  5 

3  2  0  .5  0  ' 

Millinery 

3  0  3  .1  3 

1  4  5  .4  0 

6  6  .5  5 

Men's  Fur. 

2  5  2  .1  4 

6  3.5  0 

Cash  Book 

5.5  4 

1  0  9  .8  0  ! 

Notions 

1  5  6  .6  0 

1  7.6  0 

Deposited 

7,  3  0  0  .0  0 

1  3  2  .2  0  i 

Fancy  Goods 

7  8.7  0 

2  5.4  0 

On  hand 

1  2  5  .0  0 

1  4  8  .8  0  i 

Lace  &  Emb. 

1  0  4  .4  5 

5  4.0  0 

7  7  .6  0  t 

Toilet  Articles 

1  4  5  .4  0 

1  7.5  5 

Total  Cash 

7,  4  3  0  .5  4  ¥ 

3  4  5  .4  0  ' 

Umbrellas 

1  9  3  .2  0 

4  8.7  5 

3  3  .2  0  : 

Gloves 

8  6.5  6 

3  6.0  0 

1,  2  7  9  .9  0 

Cloaks 

1  4  4  .3  0 

5  0  5  .0  0 

- 

6  4  0  .0  0 

Underwear 

7  9.9  0 

6  4  .3  0 

Cash  Sales 

4,  8  4  9  .1  1 

6  6  0  .6  5  : 

Corsets 

5  8.8  7 

7  6.6  7 

Cr.  Sales 

3,  4  3  9  .4  3 

4  7  .5  0 

Draperies 

6  3.3  4 

1  0  7  .5  0 

1,  0  5  6  .5  0 

Shoes 

1  3  5  .4  5 

2  1  2  .5  0 

Total  Sales 

8,  2  8  8  .5  4  ¥ 

4  3  4  .3  0  ; 

China 

5  3.3  3 

3  4.4  5 

7  9  .8  0  1 

House  Fur. 

8  9.8  0 

5  3.3  0 

1  1  2  .5  0 

Silks 

7  8.7  7 

1  1  6  .0  0 

Purchases 

8,  7  4  8  .0  3  # 

4  3  6  .7  5  ' 

Dress  Goods 

6  7.5  6 

2  0  7  .6  7 

3  4  5  .4  6 

Curtains 

i  2  3  .1  0 

1  1  0  .2  5 

5  0.3  0 

Tapestry 

5  7.6  5 

3  2.1  0 

Bills  Paid 

4,  6  7  6  .8  8 

Carpets 

4  5.8  9 

2  0  6  .6  8 

Discounts 

8  7  .6  5  -/^ 

3  5.6  0 

Furniture 

2  8  9  .7  6 

4  0  8  .0  0 

5  4  5  .7  5 

Hardware 

5  0.4  0 

1  7.6  5 

Net  Paid 

4,  5  8  9  .2  3  ¥ 

Sporting  Goods 

4  5.7  7 

1  3.3  3 

1  1  6  .6  0 

Groceries 

6  7.7  6 

1  0  6  .5  0 

Pay  Roll 

1,  8  7  6  .3  5  # 

5  4.3  0 

Meats 

6  4.4  0 

8  1.3  5 

4  2.0  0 

Lamps 

3  3.3  5 

1  0  7  .5  4 

8.7  0 

Drugs 

7  8.8  0 

2  4.3  0 

1  6.5  0 

Musical  Instr. 

8  6.5  3 

4  3.3  5 

• 

4  5.4  0 

Photo  Supplies 

5  4.4  0 

1  4.4  5 

8  7  .7  5 

Pictures  - 

6  8.6  8 

5  6.7  0 

2  4.5  0 

Needlework 

8  9.7  0 

1  0  1 .2  5 

8,  7  4  8  .0  3  ¥- 

4,  8  4  9  .1  1  ¥ 

3,  4  3  9  .4  3  -X- 

Business  Summary 

A  COMPLETE  summary  of  the  business 
^^  of  the  previous  day  or  the  previous 
week  places  before  the  proprietor  or 
manager  in  a  concise  manner  the  infor- 
mation in  which  he  is  most  interested. 

A  glance  at  the  statement  will  enable 
him  to  see  just  what  each  department  is 
doing,  whether  sales  are  up  to  the  usual 
mark,  whether  the  buyer  for  each  depart- 
ment is  buying  too  heavily,  whether  the 
proper  proportion  between  cash  and  credit 
sales    is    being    maintained    and    whether 


collections  of  charge  accounts  are  being 
kept  up.  He  may  notice,  for  instance,  that 
the  sales  of  the  silk  department  are  lower 
than  he  thinks  they  should  be.  He  im- 
mediately sets  about  to  discover  what  is 
the  trouble.  An  analysis  of  the  sheet 
showing  sales  by  clerks  may  give  him  a 
clue.  It  may  appear  that  one  or  two  clerks 
in  the  department  are  not  maintaining  their 
proportion  of  the  sales ;  again  it  may 
appear  that  the  slump  is  the  result  of  small 
sales  by  all  of  the  clerks  of  the  department. 
He  will  then  investigate  to  find  whether  the 
cause  is  poor  management  of  the  depart- 
ment,  a  poor   display   of   the   goods,   poor 
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judgment  in  buying,  lack  of  co-operation 
between  the  department  head  and  the  sales 
people  or  failure  to  properly  set  forth  the 
silk  department  in  the  store  advertising,; 
any  or  all  of  which  may  have  contributed 
to  the  poor  showing  made. 

Another  glance  at  the  sheet  before  him 
may  show  that  the  buyer  for  a  certain 
department  is  buying  too  heavily.  This 
too  will  call  for  investigation  on  his  part 
and  possibly  a  conference  with  the  buyer 
for  that  department.  In  fact  if  anything  is 
seriously  wrong  in  any  part  of  the  estab- 
lishment, this   sheet  should  indicate  it. 


Figuring  Overhead  Expense 

ONE  of  the  problems  thought  to  be  ver> 
difficult  in  every  department  store,  or 
for  that  matter  in  a  store  of  any  size,  is 
that  of  distributing  the  "overhead"  or 
general  expense,  of  conducting  the  business. 

The  merchants  who  do  have  accurate 
figures  as  to  what  it  costs  to,  do  business 
often  hesitate  to  undertake  the  equitable 
distribution  of  this  expense  among  the 
various  departments. 

To  illustrate  how  this  distribution  may 
be  easily  made  in  a  manner  perfectly  fair 
to  all  departments  and  to  enable  the  mer- 
chant to  know  exactly  what  proportion  of 
the  expense  of  doing  business,  aside  from 
the  salaries,  should  be  charged  against  each 
department,  the  accompanying  table  has 
been  arranged,  using  ten  items  of  fixed 
expense  and  ten  departments  as  an  exam- 
ple. 

Usually  a  merchant  may  readily  divide 
the  floor  space  of  his  building  into  units  of 
a  given  size,  say  1  ft.  square.  The  space 
occupied  is  only  one  of  the  items  that 
should  be  taken  into  consideration  in  fixing 
the  proportion  of  the  expense  to  be  borne 
by  each  department.  , 

In  arranging  the  table,  the  percentages 
have  been  based  on  the  following : 

Rent   based    on    units   of   space    occupied 
and   value  of  space. 

Light  based  on  the  number  of  lights  used 
and  hours  burned. 

Heat    based    on    units    of    space    occupied 
and   ease    of  heating. 

Advertising    based    on    amount    of    space 
used   for  each   department  in  the  previous 
year's   display    advertising. 
Delivery    based    on    number    and    size    of 
packages   ilelivered. 

KxpREss,    Freight    and    Cartage    charged 
direct. 

Interest,    Taxes    and    Insurance    based 
on    value    of    goods    in    departments. 
Janitors   based    on    units    of   space    occu- 
pied  and    ease   of    keeping  department   in 
order. 

Depreciation  based  on  value  of  furniture 
and   fixtures  in  the   department. 

Office  Expense,  Admlnistniiion  and  In- 
cidentals based  on  an  average  of  the  other 
nine  items  of  fixed  expense.  Thus  it  will 
be  seen  that  while  notions,  which  usually 
occupy  a  considerable  amount  of  space  on 
the  first  floor  of  the  building,  is  charged 
with  nine  per  cent  of  the  expense  for  rent, 
and  since  the  sales  are  nearly  always  small 
and  but  few  deliveries  are  made  from  this 
department,  only  6  per  cent  of  the  delivery 
expeiLse  is  charged  to  this  department.  On 
the  other  hand  silks,  which  occupies  a 
small  amount  of  space,  is  only  charged  with 
seven  per  cent  of  the  expense  for  rent,  but 
owing  to  the  value  of  the  stock,  is  charged 
16  per  cent  of  the  interest,  taxes  and 
insurance. 

Assuming  that  the  monthly  expense  for 
the  store  is  as  follows : 

Rent     $2So.oo 

Light    S5.00 

Heat    oo.oo 

Advertising     200.oi) 

Delivery     85.00 

Freight   and   Cartage 35-00 

Interest,    Taxes  and   Insurance.     75.00 

Janitors    jo.oo 

Depreciation    40.00 

Office    Administration    and    In- 
cidentals      250.00 

Total    $1,070.00 

making  a  total  of  $1,070.00  expense  for  the 


month  to  be  distributed  among  the  various 
departments. 

The  percentage  as  shown  in  the  last  col- 
umn of  the  table  when  taken  of  this  total 
amount,  $1,070.00,  will  give  iii  dollars  and 
cents    the    amount    to   be    charged    against 


each  department.  This  same  form  of  table 
may  be  extended  to  cover  the  number  of 
departments  in  the  largest  department 
store,  or  may  be  used  in  a  small  store 
having  only  four  or  five  different  depart- 
ments. 


FIXED  EXPENSE 
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Suggestive  Table  for  Figuring  Overhead  Expense. 


Plan  for  Making  Proper  Distr 
A  moug  Various 

"POR  the  purpose  of  illustration,  we  are 
■*■  showing,  herewith,  a  sketch  of  a  store 
50x80  ft.,  which  gives  a  floor  space  of 
4000  ft.,  and  for  convenience  in  figuring 
we  will  consider  1  sq.  ft.  as  a  unit.  We 
have  assumed  that  there  are  10  different 
departments,  the  dotted  lines  indicating 
the  limits  of  each  department.  From  the 
4000  units  182  must  be  deducted  for  the 
rear  stairway,  .'iOO  units  for  the  entrance 
and  display  windows  and  a  block  of  133 
units  just  inside  the  entrance  which  can- 
not be  properly  charged  to  any  depart- 
ment, making  a  total  of  614  units  to  be 
subtracted,  leaving  the  net  amount  of  space 
to  be  divided  among  the  various  depart- 
ments,  .'i:i86   units. 

The  rent  of  the  entire  space  is  $250.00 
per  month  and  by  dividing  .$350.00  by  .^.'iSO 
units,  the  number  remaining  after  all  de- 
ductions have  been  made,  gives  a  result  of 
7.>^c  per  unit  per  month.  The  space  in 
the  front  of  the  store,  however,  is  more 
valuable  than  in  the  rear  and  for  the  pur- 
pose of  equalizing  this  difference  we  will 
figure  the  units  occupied  by  departments 
1,    2,    3,    6,    7    and    8    at  7^c  per  unit  per 


ihiition  of  Rental  Charges 
Departments 

month  and  departments  4,  A  9  and  10  at 
6J4c  per  unit  per  month.  By  counting  the 
number  of  units  in  each  department,  we 
find  the  space  is  apportioned  as  follows : 

Dept.  No. 

1  Tiimmings      229  sq.  ft.  at  7%  c  $17.75    7% 

2  Notions      284  sq.  ft.  at  7^c    22.79    9% 

3  Dress     Goods .548  sq.  ft.  at  7|iic  42.32  17% 

4  Domesticsl     307  so;  ft.  at  0\c  20.73    8% 

5  Hosiery      .  . .  .317  sq.  ft.  at  fi%  c  21.40    9% 

6  .Silks 22i>'sq.  ft.  at  7»ic  17.7.5     7% 

7  Ribbons      294  sq.  ft.  at  7%  c  22.79    9% 

8  White     Goods 546  sq.  ft.  at  7%c  42.32  17% 

9  Toile*      .Articles.  .  .307  sq.  ft.  at  fl-'>4c  20.73    8% 
10  ITnderwear     317  sq.  ft.  at  6%c  21.40    9% 

3380  .$249.98 

By  multiplying  ihe  number  of  units  in 
each  department  by  these  prices  we  find 
the  entire  amount  is  .$a4i».»8,  which  is 
within  2c  of  the  actual  cost  for  rent. 

Conditions  will  differ  in  each  store  and 
of  course  it  will  be  necessary  to  change 
the  plan  to  meet  e.<cisting  conditions.  The 
above  method  is  given  for  the  purpose  of 
furnishing  to  the  careful  business  man  who 
wishes  to  know  what  it  costs  to  maintain 
each  department,  a  basis  for  the  equitable 
distribution   of   rental   charges. 


'T*HE  lack  of  information  about  the  cost  of  doing  business  has  caused  many  an  honest,  hard-working 
■*■  merchant  to  be  unsuccessful.  On  the  other  hand  its  possession  has  frequently  been  the  key  that  un- 
locked the  door  of  success  in  merchandising.  No  merchant  can  afford  to  ^uess  as  to  which  departments 
are  profitable  and  which  are  not.  He  should  know  his  exact  profits  and  from  whence  they  come.  Suc- 
cess does  not  so  much  depend  on  the  financial  outgo  and  income  but  on  the  relation  one  bears  to  the  other. 
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A  simple  plan  in  apportioning  the  floor  space  to  different  departments  is  to  make  a  rough  pencil  sketch  of  the  store  on 
quadrangular  ruled  paper.  Let  each  square  represent  one  foot  of  floor  space.  This  paper  can  be  procured  of  the  stationer 
jn  different  size  rulings.    The  number  of  squares  in  each  department  forms  a  basis  for  distribution  of  rent,  heat  and  service. 


Simple  Method  of  Handling  C.  O.  D.  Sales 


ONE  of  the  bothersome  details  in  fle- 
parttnent  store  work  is  the  handling 
of  orders  that  are  to  be  paid  when  de- 
livered. 

Some  stores  provide  each  department 
with  sales  slips  of  different  colors  that  are 
in  duplicate  or  have  a  coupon  attached,  to 
be  used  when  a  C.  O.  D.  sale  is  made.  As 
it  is  not  necessary  to  send  these  slips  to 
the  cashier,,  they  "are  sent  with  the  goods 
to  the  delivery  department,  where  the  cou- 
pon is  detached  at  the  time  of  its  receipt. 
This  is  retained  as  a  check  that  the  goods 
reached   that   department. 

All  C.  0.  D.  packages  are  entered  in  a 
C.  O.  D.  register,  showing  the  date,  name 
and  address  of  the  purchaser,  the  depart- 
ment naaking  the  sale,  the  C.  O.  D.  num- 
ber a1id  the  amount  to  be  collected. 

In   making   up   the   delivery    route   sheet, 

C.  O.  1).  packages  are  entered  along  with 
the  other  deliveries.  The  C.  O.  D.  pack- 
ages are  plainly  marked  either  with  the 
original  JC.  O.  D.  sale  ticket  or  with  a 
bright   colored '  label   plainly   marked   C.   O. 

D.  Each  driver  is  furnished  with  a  list 
of  the  C.  O.  D.  packages,  which  list  is 
made  up  on  the  Burroughs  and  contains 
the  C.  O.  D.  number, and  the  amount  to  be 
collected.  He  is  also  furnished  with  an 
envelope  containing  a  receipted  bill  for  the 
amount,  upon  which  are  the  name  and  ad- 
dress of  the  purchaser,  the  C.  O.  D.  num- 
ber and  the  amount. 

When  the  package  is  delivered  anrf  the 
money    received,    the    driver    delivers    the 


receipted  bill,  places  the  money  in  the  en- 
velope   and   seals   it. 

The  advantage  of  using  the  envelope  and 
the  receipted  bill  is  that  it  does  not  require 
the  driver  to  do  writing.  This,  especially 
in  cold  weather,  facilitates  delivery  and 
also  keeps  the  various  amounts  collected 
entirely  separate,  making  it  easy  to  locate 
an  error  if  one  is  made. 

As  the  packages  are  delivered,  the  driver 


checks  them  off  on  the  C.  O.  D.  delivery 
delivery  sheet,  together  with  the  duplicate 
sheet.  When  he  returns  to  the  store,  this 
sheet  and  the  duplicate  retained  by  the 
shipping  clerk,  are  used  in  making  his  set- 
tlement. The  amount  of  money  and  pack- 
ages returned,  if  any,  must  equal  the  foot- 
ing of  the  C.  O.  D.  delivery  sheet.  If 
found  correct,  the  original  is  retained  by 
the  driver  as  his  receipt  from  the  shipping 
clerk  and  the  duplicate  is  used  in  report- 
ing the  collection. 
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The  C.  O.  D.  Envelope  Keeps  Collections  Separate 
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Thirteen  column  Burroughs 
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A  Burroughs  to  Fit 
Your  Business  Needs 


Seven  column  machine 
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To  add  fractions  in  eighths 
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Seventeen  column  Burroughs 


FROM  our  long  line  of  more  than  seventy  different 
styles  and  sizes  of  Burroughs  may  be  selected  a 
machine,  or  equipment  of  machines,  that  will  meet  the 
needs  of  your  business. 

In  every  important  city  is  located  a  Burroughs  repre- 
sentative who  w^ill  be  pleased  to  submit  one  or  more  of 
the  different    models    for    your    inspection.      This 
^vill  of  course  be  entirely  at  our  expense  and  w^ith- 
out  obligation  on  your  part. 

Our  Department  of  System  Service  is  maintained  for  the 
purpose  of  assisting  business  houses  in  solving  their  problems 
and  in  applying  the  Burroughs  to  lessen  the  labor  and  expense 
of  handling  office  accounting  and  detail.  This  service  is  free 
to  you  whether  or  not  you  own  or  contemplate  owning  an 
adding  machine. 

Department  of  System  Service 

Burroughs  Adding  Machine  Company 

Detroit,  Michigan,  U.  S.  A. 


On  this  page  is 
shown  a  few  of 
the  keyboards  of 
Burroughs  Ma- 
chines. The  thir- 
teen, fifteen  or 
seventeen  col- 
umn Burroughs 
are  often  split  in- 
to several  sec- 
tions, like  several 
machines,  each 
one  operating  by 
itself,  yet  all  un- 
der oiie   control. 


485-Syst«iiii.-15M-7-lI-Speaker-16S40 


Prints  month,  day  and  amount  for 
Monthly  Statements 


'pHE  BURROUGHS  is  essential- 
ly an  adding  and  listing  ma- 
chine; but  as  wider  fields  for  its  use- 
fulness have  been  developed,  it  has 
been  found  so  w^ell  adapted  to  do  so 
many  different  things  in  account- 
ing work,  that  it  has  earned  the 
name  '*  Burroughs  Bookkeeping 
Machine".They  are  madein  differ- 
ent sires  vnth  six,  seven,  nine, 
eleven, thirteen,  fifteen  and  seven- 
teen columns  of  keys.  Printing 
carriages  are  built  to  accommo- 
date paper  2i'b',  lOi",  121'  and  18' 
wide.  Built  with  electric  drive  if 
desired.  Can  be  equipped  for  add- 
ing and  listing  dollars  and  cents- 
feet  and  inches-fractions  ofi,3,  i'a, 
a';,  A~hours  and  minutes-tons  and 
hundred  weights-dates  and 
amounts.  May  have  split  and 
normal  device  for  dividing  key- 
board into  two  or  more  sections, 
for  adding  and  listing  two  or  more 
sets  of  figures  at  one  operation. 
Can  be  equipped  with  shuttle  or 
cross  tabulating  carriages  for 
automatically  listing  and  adding 
across  a  sheet  or  form  in  two  or 
more  columns.  May  be  built  with 
two  sets  oftotal\vheel8,toaccum- 
ulate  tw^o  separate  totals  at  the 
same  time.  W^ill  print  one  or 
more  carbon  copies  as    desired. 
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Fifteen  column  machine 
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Burroughs  Adding  and  Listing  Machine 


THE  above  illustration  shows  a  machine  with  nine  columns  of 
keys  having  an  adding  and  listing  capacity  of  9,999,999.99 
and  with  a  printing  carriage  121'  wide.  Machines  are 
made  in  different  sizes  with  six,  seven,  nine,  eleven,  thirteen, 
fifteen  and  seventeen  columns  of  keys.  Printing  carriages  are 
built  to  accommodate  paper  2,°,",  lOJ",  12J"  and  18  wide. 
Built  with  electric  drive  if  desired.  Can  be  equipped  for  adding 
and  listing  dollars  and  cents — feet  and  inches — fractions  of  J,  J, 


t'«>  8*2.  f'4 — hours  and  minutes — tons  and  hundred  weights — dates 
and  amounts.  May  have  split  and  normal  device  for  dividing  key- 
board into  two  or  more  sections,  for  adding  and  listing  two  or 
more  sets  of  figures  at  one  operation.  Can  be  equipped  with  shuttle 
or  cross  tabulating  carriages  for  automatically  listing  and  adding 
across  a  sheet  or  form  in  two  or  more  columns.  May  be  built 
with  two  sets  of  total  wheels,  to  accumulate  two  separate  totals  at 
the  same  time.     Will  print  one  or  more  carbon  copies  as  desired. 


Issued  by  the 

Department  of  System  Service 

Burroughs  Adding  Machine  Company 

Detroit,  Michigan 

U.  S.  A. 
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PhotoBraph  by  courtesy  of  the  Crawford  Laundry  C< 


The  Burroughs  in  the  Laundry 


Showing  the  use  of  the  adding  machine  for  handling 

Routes  and  Laundry  Lists 

Drivers'  Collections  and  the  Batches 

Cash  Customers 

Charge  Customers 

Proof  of  Posting 

Customers'  Statements 

Trial  Balance 


EVERY  laundry  possesses  its  own  system  and  methods, 
which  vary  greatly  with  the  type  of  the  plant  and 
the  ideas  of  different  managers.  Some  are,  of 
course,  better  for  one  laundry's  work  than  the  methods  in 
use  by  others,  as  they  enable  the  manager  or  proprietor 
who  is  working  under  certain  conditions  to  derive  the 
necessary  information  and  the  desired  results  with  a  saving 
of  time  and  with  the  least  effort. 

The  very  familiar  "laundry  list"  shown  in  Fig.  1  is  the 
basis  of  all  laundry  accoundng  and  there  is  probably  more 
uniformity  in  these  lists  than  in  any  other  standard  blank 
in  use  in  the  business  world  today. 

The  methods  described  on  the  following  pages  explain 
the  handling  of  work  in  laundries  doing  different  classes 
of  business  and  may  afford  suggestions  to  others  who  have 
similar  problems  to  meet. 


6RAWrORD  i?AUNDRYgO. 
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393-395   JEFFERSON  AVENUE 
DETROIT/  fefcOfe      MICHIGAN 


CHARLES  B.  DAVIS 

fRES.  AND  TRES 


TELEPHONES  MAIN  2430 
CITY   8872 


Detroit.  Uich. ,  April  25th.  1911 

Burroughs  Adding  Ua chine  Co. 
Detroit,  Michigan 

Gentlemen : - 

Reply Ing  to  your  inquiry,  would  8 ay  that  the 
B'l  Troughs  was  the  first  office  appliance  we  'bought 
when  we  started  in  "business,  just  two  and  one-half 
years  ago .  and  it  has  seen  constant  service  ever 
since.    We  use  it  for  almost  everything  in  our 
office- -adding  laundry  lists,  making  out  statements . 
pay  roll,  trial  balances,  etc. 

There  is  no  doubt  that  if  we  did  not  have  a 
machine,  our  office  force  would  be  increased  by  one 
clerk  and  possibly  two. 

We  look  upon  the  Burroughs  as  absolutely  Indis- 
pensable to  the  laundry  business. 

Yours  very  truly. 


CRAWFORD  LAUHDRy  CO.. 


PRCS. 


[pa£e     three] 


The  Laundry  Doing  City  Work 

THE  CRAWFORD  LAUNDRY  COMPANY  OF  DETROIT  EMPLOYS  THE  AID  OF 
THE  ADDING  MACHINE  TO  SIMPLIFY  THE  DETAILS  OF  OFFICE  WORK  HAVING 
A  NO.  9  S.  K.  S.  BURROUGHS  IN  USE  EVERY  WORKING  DAY  IN  THE  MONTH 

Illustrated  with  forms  now  in  use 


LAUNDRY  from  customers  is  collected  regularly  in 
wagons,  the  city  being  divided  into  eight  routes, 
each  covered  by  a  regular  driver.  As  a  matter  of 
convenience  the  names  of  all  the  regular  customers  are 
carried  on  plates  for  an  addressing  machine.  Each  week 
the  names  are  run  off  on  "laundry  lists"  one  name  to  a 
list,  and  given  to  the  respective  drivers  of  the  different 
routes.  The  plates  for  the  addressing  machine  are  ar- 
ranged in  order,  according  to  the  calls  as  the  drivers  find 
it  most  advantageous  to  make  them.  Thus  the  lists  when 
run  off  are  in  order  so  wagons  can  cover  the  route  with 
the  greatest  economy  of  time  and  labor.  This  plan  has 
another  advantage  as  it  enables  a  new  driver  to  cover  the 
route  with  a  minimum  loss  of  time  should  the  regular 
driver  be  ill  or  on  a  vacation. 

As  a  driver  collects  a  customer's  laundry  the  "list" 
bearing  the  customer's  name  and  address  is  placed  with 
the  package  collected.  With  this  plan  the  driver  is  not 
likely  to  pass  by  a  customer  and  it  makes  sure  of  the 
name  and  address  on  the  list  being  perfectly  legible.  If 
for  any  reason  no  laundry  is  collected  for  any  of  the 
"lists"  these  are  turned  into  the  office  which  offers  oppor- 
tunity to  look  into  the  matter  should  there  seem  to  be 
any  dissatisfaction  on  the  part  of  a  customer. 

Each  bundle  with  its  list  is  turned  into  the  checking 
room  where  the  pieces  are  listed  and  the  laundry  marks 
put  on  those  not  already  marked.  The  work  to  be  pro- 
cessed is  sorted  into  batches  and  sent  into  the  laundry 
while  the  lists  for  each  batch  are  sent  into  the  office. 

In  the  office,  the  charges  are  extended  and  where  a 
number  of  items  are  on  one  list  these  extensions  are 
added  on  the  machine  as  it  is  done  quickly  and  accurately 
in  this  way  and  is  a  check  against  errors. 

Recapitulation  of  the  Drivers'  Collections 
and  of  the  Batches 

As  a  record  of  the  amount  of  work  in  the  different 
batches  that  is  being  processed  and  of  the  collection  of  . 
laundry  made  by  the  different  drivers,  the  lists  for  each 
batch  as  sent  in  from  the  checking  room  to  the  office  are 
recapitulated  and  shown  by  figure  "2". 

Each  batch  in  process  may  contain  some  work  from 
each  of  the  routes.  The  amount  of  work  from  each  route 
is  tabulated  on  a  sheet  in  columns  arranged  for  the  differ- 
ent routes  and  by  cross  adding  these  items  a  total  is 
secured  of  the  work  in  the  different  batches. 

All  batches  are  tabulated  and  totalled  in  the  same  way 
and  at  the  end  of  the  day  the  work  from  each  route  is 
totalled  at  the  bottom  of  the  columns  for  the  different 
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routes.  A  grand  total  of  these  columns  shows  the  amount 
of  work  for  the  day  which,  of  course,  must  agree  with  the 
total  of  the  batches. 

Cash  Customers 

Each  driver  is  held  responsible  for  the  collections 
from  cash  customers  on  each  route.  There  is  a  cash  book 
for  each  driver,  the  pages  of  which  are  ruled  at  the  left  for 
the  customers'  names  and  the  balance  in  columns  for  dif- 
ferent weeks.     (Fig.  3). 

The  laundry  lists  from  the  cash  customers  on  a  route 


after  being  extended  and  totalled  are  assorted  alphabetic- 
ally by  the  customers'  names  on  that  route  and  entered  in 
the  Drivers'  Cash  Book. 

These  books  always  remain  in  the  office.  Collections 
as  made  by  the  drivers  are  listed  in  a  Drivers'  Delivery 
Book  (Fig.  4).  At  the  close  of  the  day  the  amount  col- 
lected from  each  customer  is  posted  opposite  the  cus- 
tomer's name  in  the  Drivers'  Cash  Book.  The  Burroughs 
is  used  by  the  drivers  to  total  these  amounts  and  the  cash 
turned  in  is  receipted  for  them  by  the  cashier  in  their 
Delivery  Books. 
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Customers'  Ledger 

Figure'5'shows  the  customers'  ledger.  All  customers 
whose  names  begin  with  the  same  letter  of  the  alphabet 
are  numbered  in  the  ledger  from  "1"  up,  under  each  let- 
ter. Thus  each  new  customer  opening  an  account  is  given 
the  next  open  number  under  the  letter  with  which  his 
name  begins.  This  number  is  a  part  of  the  addressing 
machine  plate  and  is  shown  on  the  laundry  list.  (See 
address  printed  on  Figure  1.) 

When  posting  the  amount  of  work  received  each 
week  from  customers  who  carry  accounts,  this  number 
serves  to  indicate  the  location  of  the  account  in  the  ledger. 


In  order  to  obtain  an  absolute  check  on  the  accuracy 
of  postings  and  thus  prevent  any  delay  in  taking  off  the 
monthly  trial  balance,  the  bookkeeper  first  adds  on  the 
adding  machine  the  amount  of  the  work  in  each  list  and 
gets  the  total  amount  of  the  slips  that  are  to  be  posted. 

Then  the  postings  are  made  direct  from  the  lists  to  the 
respective  ledger  accounts  and  a  marker  left  projecting 
slighdy  at  each  page  where  an  account  is  posted.  After 
the  posting  is  complete  the  adding  machine  is  again  used 
to  get  a  total  of  the  amounts  posted  to  the  ledger,  as  indi- 
cated by  the  projecting  markers. 

If  the  total  of  the  postings  agrees  with  the  total  of  the 
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Figure  Seven 


list  as  added  on  the  machine  before  the  postings  were 
made,  it  is  absolute  assurance  that  every  amount  has  been 
posted  and  posted  correctly. 

As  each  list  is  posted  in  the  ledger,  the  letter  "L" 
is  entered  with  pen  in  the  upper  right-hand  corner  of 
the  slip,  as  shown  by  Figure 
1,  to  indicate  that  posting 
'has  been  made  to  the  cus- 
tomer's account.  In  the 
case  of  a  cash  customer, 
the  route  number  is  enter- 
ed. These  notations  indi- 
cate, in  either  case,  that 
the  proper  entry  has  been 
made  on  the  customers' 
ledger  or  in  the  drivers' 
cash  book. 

Should  any  of  these 
lists  go  back  to  the  assort- 
ing room  when  the  work 
is  completed  without  the 
proper  check  on  the  list, 
the  assorting  clerks  would  ...  .  •  .u      ..      u     .u 

*=*  Markers  are  put  in  the  patfes  where  the 

[pate 


immediately  return  them  to  the  office  to  make  sure  whether 
or  not  the  posting  had  been  made. 

Trial  Balance 

In  taking  off  the  trial  balance  at  the  end  of  the  month, 

the  Burroughs  is  found  to 
be  of  very  great  advantage. 
Since  it  is  impossible  to 
add  the  amount  of  the 
debit  and  of  the  credit 
items  that  are  on  the  differ- 
ent pages  of  the  ledger 
without  first  listing  them 
on  a  sheet,  one  after 
another,  this  can  be  done 
with  a  great  saving  of  time 
upon  the  adding  machine. 
The  great  advantage 
lies  in  the  fact  that  the 
operator  can  take  one  item 
from  one  page  and  another 
from  the   next  page,  and 

posting,  are  made  to  facilitate  checking  ^O    COUtlnUe    tO    list    them 
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CHARLES  B.   DAVIS, 

PRES.  AND  TREAS 


STATEMENT  OF  YOUR  ACCOUNT  AS 

THE  SAME  STANDS  ON  THIS  DATE 


TO  ACCOUNT  RENDERED 
TO   LAUNDRY   AS   PER   LIST 


on  the  machine,  while  at  the 
same  time  they  are  being  auto- 
matically added.  When  the 
items  have  all  been  listed,  it 
is  only  necessary  to  hold  down 
the  total  key  and  pull  the 
handle  to  obtain  the  total. 

The  debit  items  usually 
predominate  in  number  and 
Fig.  6  shows  one  plan  of 
taking  off  the  items  on  the 
machine.  Each  debit  item  as 
it  is  put  into  the  machine  is 
automatically  added,  and 
when  a  credit  item  occurs  it 
is  listed  in  the  same  column 
with  the  eliminating  key  de- 
pressed. The  eliminating 
symbol  (#)  is  printed  with 
the  item  to  indicate  that  the 
amount  is  not  included  in  the 
total  obtained.  When  the 
items  have  all  been  taken 
from  the  ledger  and  the  total 
taken,  it  gives  the  total  of  the 
debit  items.  Afterward,  the 
items  with  the  eliminating 
symbol  are  added  in  the  ma- 
chine and  the  total  taken. 

Figure  7  shows  another 
method  of  obtaining  a  bal- 
ance. Beginning  at  the  first 
account  in  the  ledger,  the 
debit  balances  are  first  listed 
and  all  accounts  showing 
credit  balances  are  indicated 
by  markers  such  as  are  used 
in  proving  the  ledger  post- 
ings. After  the  debit  bal- 
ances have  been  listed  and 
added  the  carriage  is  shifted 
to  another  column  and  the 
credit  balances  are  listed  and 
added.  The  two  totals  should 
agree. 

There  are  other  satisfac- 
tory  methods   of  making   a 

balance.  For  instance,  if  other  than  a  balance  ledger  is 
used,  it  will  usually  be  found  more  convenient  to  use 
ledger  footings  of  all  accounts,  which  makes  it  unnecessary 
to  figure  the  balances  on  the  various  accounts  and  is  pre- 
ferred by  many  on  that  account. 

Statements 

A  special  mailing  list  of  charge  customers  is  carried 
for  the  addressing  machine,  for  the  reason  that  it  is  a 
saving  of  time  to  keep  this  list  arranged  in  the  same  order 
as  the  customers'  names  appear  in  the  customers'  ledger. 

In  this  way,  after  the  printing  of  the  customers'  names 
is  completed,  the  statements  are  in  the  same  order  as  the 
accounts.  It  is  not  an  economy  of  time  or  clerical  help  to 
use  the  same  plate  for  addressing  the  statements  as  is  used 
for  addressing  the  laundry  list,  for  the  reason  that  to  facil- 
itate the  work  of  the  drivers  in  making  their  calls,  the 
names  of  the  charge  customers  must  be  arranged  in  order 
among  the  names  of  the  cash  customers,  according  to  the 


THIS  ACCOUNT  IS   DUE  AND  PAYABLE  ON  OR  BEFORE  THE  lOXH   INST. 
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393-395   JEFFERSON   AVENUE 
DETROIT,     fe^^fc^ai      MICHIGAN 


TELEPHONES  MAIN   2430 
CITY  6972 

D.  L.  HUGHES 

1305  TRUMBULL 

JANUARY  31,  1911 


DATE 


DEC       31 
JAN        2 


16 


OR 

JAN       16 


AMOUNT 

'1^ 

1  1.8  1 

1.1  2 

.8  6 

1.2  4 

.7  9 

1.0  8 

1.0  0 

1.4  5 

.8  7 

2  0  .2  2  s 

1  0  .0  0  ^^ 

TOTAL  DUE 


1  0.2  2 


Figure  Eight 

house  and  street  number  on  the  routes.  It  would  be  more 
trouble  and  expense  to  take  out  the  names  of  the  charge 
customers  from  this  list  to  make  out  the  statements  and 
then  file  them  back  again  than  it  is  to  carry  a  separate  list' 
of  charge  customers  for  addressing  the  statements;  further- 
more it  would  be  a  matter  of  very  considerable  time  after 
they  were  printed  to  arrange  these  statements  in  order, 
according  to  the  accounts. 

The  customers'  statements  are  taken  off  the  day  be- 
fore the  end  of  the  month.  It  is  a  very  simple  operation. 
All  statements  have  previously  been  addressed  and  the 
first  one  is  put  into  the  carriage  in  proper  position  for 
printing  the  first  amount,  and  the  bookkeeper  opens  the 
ledger  at  the  first  account  and  lists  and  adds  the  charges. 

When  the  total  of  the  debits  has  been  printed,  the 
credits,  if  there  are  any,  are  listed  and  added,  a  total 
printed  and  the  subtraction  of  the  credit  total  from  the 
debit  total  performed  on  the  machine.  The  machine 
used  is  a  Burroughs  arranged  for  printing  the  abbrevia- 


[patfc    eiftht] 


tions  of  the  months,  the  day,  and  a  debit  or  credit  amount, 
all  at  one  pull  of  the  handle.  Each  account  in  the  ledger 
on  which  a  statement  is  to  be  rendered  is  taken  in  its  turn, 
and  a  statement  made. 

The  footing  of  the  ledger  account  is  compared  with 
the  statement  total,  thus  giving  the  bookkeeper  an  absolute 


check  on  the  accuracy  of  his  ledger  totals  and  eliminating 
any  chance  of  an  error  in  the  trial  balance  which  could 
arise  from  that  source.  When  all  statements  are  com- 
pleted on  the  Burroughs,  they  are  folded  and  enclosed  in 
transparent  envelopes  and  mailed  out,  on  time,  to  the 
customers. 


The  Laundry  Doing  Agency  Work 

THE  PALACE  MODEL  LAUNDRY  COMPANY  OF  DETROIT  FINDS  EXCELLENT  USE  FOR 
A  BURROUGHS  IN  THE  HANDLING  OF  THE  FIGURES  IN  ITS  WORK,  AND  CONDUCTING,  AS 
IT  DOES,  HUNDREDS  OF  BRANCHES  OR  AGENCIES  SCATTERED  ALL  OVER  THE  CITY 

Illustrated  with  forms  now  in  use. 


Tl/'HEN  a  package  of 
W  laundry  is  turned  in  at 
an  agency,  a  blank 
laundry  list  is  filled  out  with  the 
date,  name  and  time  wanted  and 
pinned  to  the  package.  Later 
in  the  day,  the  wagon  calls  and 
takes  these  bundles  to  the  laundry 
where  they  are  turned  over  to 
the  checkers. 

The  listsafterbeingchecked, 
are  sent  to  the  office  where  the 
prices  are  extended  and  when 
several  items  appear  on  a  list, 
are  quickly  and  accurately 
added  on  the  Burroughs.  Finally 
the  totals  of  all  lists  are  added 
on  the  machine  to  obtain  a 
grand  total  of  the  business  se- 
cured from  each  agency  for 
the  day. 

The  amount  of  each  cus- 
tomer's laundry  as  soon  as 
totalled  is  posted  to  a  weekly 
statement  (Fig.  9)  which  is 
issued  to  each  agency  showing 
the  names  of  customers,  their 
marks  and  the  articles  received 
to  be  processed. 

The  statements  are  in  dupli- 
cate, the  original  going  to  the 
agency  as  a  statement  of  its 
week's  business  and  the  dupli- 
cate is  filed  in  the  office  in  a 
binder  so  that  it  can  be  turned 
to  quickly  at  any  time  when 
necessary. 

A  comparison  of  the  total 
of  each  statement  with  the  total 
of  the  lists  as  obtained  on  the 
adding  machine  prior   to    the 

posting  proves  absolutely  that  each  amount  has  been 
posted  to  the  proper  statement  without  error.  The  posting 
completed  and  proved  the  lists  are  sent  out  to  be  attached 
to  the  parcels  of  completed  laundry  work  that  are  ready 
to  be  delivered  to  the  agency. 

Proving  these  postings  and  adding  the  amount  on  the 
several  hundred  statements  at  the  end  of  the  week,  involves 
considerable  work  and  the  Burroughs  proves  of  great  ad- 
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Figure  Nine 

vantage  as  the  work  is  completed  in  about  onc'third  of  the 
time  formerly  required,  with  every  posting  proved  and 
every  statement  added  correctly. 

Finding  Costs 

To  be  in  a  position  to  determine  at  the  end  of  each 
week  the  cost  of  processing  the  flat  work  and  starch  work 
for  the  week,  a  record  book  is  kept  in  which  is  entered 
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the  total  amount  of  agency  work,  hotel  work  and  work 
received  from  cash  and  charge  customers.  This  book  is 
arranged  with  two  columns  at  the  right  hand  side  of  the 
sheet  for  amounts,  one  column  for  the  flat  work  and  the 
other  for  the  starch  work.  Thus  the  amount  of  each 
charge  that  is  entered  in  this  book  is  written  in  either  the 
starch  work  column  or  the  flat  work  column  as  the  case 
may  be. 

At  the  end  of  each  week  all  of  the  amounts  in  the 
starch  work  column  are  added  on  the  machine,  thus  giving 
a  total  of  the  week's  work  in  that  department  and  the 
amounts  in  the  flat  work  column  are  added  in  a  similar 
manner  for  a  total  of  the  week's  flat  work. 

The  pay  roll  is  departmentized  in  the  same  manner, 
all  of  the  labor  being  proportioned   under   the   headings 


"flat  work"  and  "  starch  work."  This  same  division  is 
carried  out  in  connection  with  the  supplies,  a  form  similar 
to  Figure  10  being  used. 

Two  wash  rooms  are  operated,  one  for  flat  work  and 
the  other  for  starch  work  and  one  of  these  forms  is  made 
out  for  each  wash  room.  In  this  way  the  laundry  is  en- 
abled at  the  end  of  the  week  to  determine  the  amount  of 
supplies  in  dollars  and  cents  together  with  the  labor  neces- 
sary in  processing  the  amount  of  flat  work  or  starch  work 
shown  in  the  record  book.  This  makes  it  possible  for  the 
management  to  make  intelligent  comparisons  from  week 
to  week  and  from  month  to  month,  not  only  on  the 
amount  of  business  handled  in  each  department  but  also 
of  the  cost  of  handling  the  work  in  the  two  departments 
and  the  profits  obtained. 
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Figure  Ten 


Albert  Lea,  Minn.,  April  lo,  1911. 
I  wouldn't  any  more  think  of  running  a  laundry  without  an  adding 
machine  than   I  would  without  a  washing  machine;  that  is  how  much 
I  think  of  an  adding  machine  in  a  laundry. 

Thompson  Ste.mvi  Laundry  Co. 
G.  R.  Spensley,  Sec'y  and  Treas. 


Nashville,  April  11,  1911. 
We   have  been   using  the   Burroughs  for  several   years   past,   and 
would  find  it  a  great  inconvenience  to  be  without  it  in  our  office.     We 
find  the  machine  a  great  help  in  the  book  work  and  adding  the  differ- 
ent records  used  in  our  place.  McEwen's  Steam  Laundry. 


Spokane,  Wash.,  April  8,  191 1. 
We  use  your  machine  for  footing  drivers'  route  books,  cash  book 
bank  and  trial  balances,  hotel  and  all  large  bills  and  accounts,  drivers 
collection  sheets  and  for  many  general  ofHce  purposes. 

Cascade  Laundry  Co. 


Springfield,  Mo.,  April  11,  1911. 
We   find   the   Burroughs   very   useful   in   our  office,   for  footing  our 
daily  and   weekly  records  and  drivers'  records,   and   for  all  other  work 
where  there  is  any  amount  of  addition.     We  find  the  Burroughs  Adding 
Machine  to  be  very  useful  in  a  great  many  ways. 

Frank  B.  Smith  Laundry  Co. 

W.  G.  Rathbone,  Vice  Pres. 


Ogden,  Utah,  April  12,  1911. 
We  use  the  Burroughs  in  figuring  laundry  lists  and  totaling 
drivers'  accounts  mostly.  In  fact,  it  seems  to  be  used  whenever  there  is 
the  least  possible  excuse  for  so  doing.  We  doubted  the  wisdom  of  our 
purchase  at  first,  but  now  we  would  hardly  know  how  to  get  along 
without  it,   and  consider  it  a  good   investment. 

Ogden  Steam  Laundry  Co. 

O.  A.  Parmley,  Mgr. 
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HIGH  CLASS  LAUNDERERS 
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we     MAVe     AOCNTS     rN     ACU    TMB     AOJACCNT    TOWNS 

Burroughs  Adding  Machine  Co.  , 

System  Service  Department, 
Detroit,  Mich. 
Gentlemen: -- 

Replying  to  your  inquiry  I  beg  to  advise 
that  I  use  d   Burroughs  Adding  Machine  for  a 
variety  of  purposes;  in  fact,  all  our  cal- 
culations are  made  on  this  machine. 

I  have  had  this  machine  for  the  past  six 
years.   It  is  your  nine-column  machine, 
split  between  the  sixth  and  seventh  banks. 
The  left  hand  section  is  used  for  numbers 
and  the  right  section  for  amounts.    This  is 
particularly  used  for  handling  our  agency 
accounts,  local  and  shipping. 

The  tickets  are  all  numbered  when  they 
come  from  the  marking  department,  and  these 
numbers  and  amounts  are  listed  on  the  Adding 
Machine.   This  slip  is  a  statement,  either 
daily  or  weekly,  which  we  send  to  our  vari- 
ous agencies ,  and  this  same  slip  is  also 
used  for  checking  the  shipments  in  the 
baskets  in  local  cases. 

Each  driver  has  a  book  in  which  are 
entered  the  numbers,  name,  mark  and  amount. 
and  at  the  end  of  the  week  this  book  is  added 
up  for  a  settlement  with  the  driver,  saving 
one  person  in  our  office  through  this  sys- 
tem. 

As  stated  above,  we  also  use  the  machine 
In  every  department  where  any  additions  or 
calculations  are  made,  preferring  the  accu- 
racy of  the  machine  and  the  time  saved  to 
the  old  way  of  making  these  calculations 
midst  many  interruptions. 

I  find  after  using  the  machine  for  the 
past  six  years  that  it  has  paid  for  itself 
several  times,  and  would  not  attempt  to  run 
a  laundry  of  this  size  without  an  adding 
machine  any  more  than  I  would  without  a 
washing  machine. 

I  wish  to  take  this  opportunity  to  ex- 
press my  appreciation  of  the  treatment 
accorded  me  by  your  company  and  the  interest 
you  have  shown  in  looking  after  our  machine 
whenever  called  upon. 

Yours  very  truly, 

STAR  LAUITDRY  CO.  . 


rO  r/r?^^  ^ 
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Colfax,  Washington,  April  14,  1911. 
The  adding  and  listing  machine  is  in  use  every  day, 
and  would  not  like  to  be  without  it  while  in  the  laun- 
dry business.  I  find  it  one  of  the  biggest  time  savers 
in  the  office.  I  think  it  saves  me  one  girl's  time.  I 
use  it  to  keep  track  of  each  day's  business,  checking  up 
the  drivers'  book,  checking  up  the  cash  at  the  close  of 
the  day   and  in  keeping  my  books. 

Model  Steam  Laundry. 

Iver  Moan,  Proprietor. 

Clarksburg,  W.  Va.,  April  10,  1911. 
We  find  the  adding  machine  an  absolute  necessity, 
as   it   saves   time    and    errors.      We    would    not    like   to 
have  to  resort   to  the  old   method   of   additions.     The 
Burroughs  is  our  best  friend. 

Clarksburg  Steam  Laundry. 

By  T.  J.  Slayton. 

Amarillo,  Texas,  April  20,  191 1. 
We  have  had  the  Burroughs  in  commission  in  our 
office  for  two  years  now  and  I  cannot  attempt  to 
enumerate  the  different  ways  we  use  it  in  connection 
with  our  office  work.  Since  we  installed  the  machine, 
I  have  saved   an  extra  office   man. 

To  give  you  my  idea  of  an  adding  machine  in  a 
laundry  office  in  a  very  few  words  I  will  say  that  any 
laundry  plant  doing  any  volume  of  work  at  all  without 
an  adding  machine  may  as  well  try  to  run  their  plant 
without  an  extractor. 

The  Panhandle  Steam  Laundry  Co. 

G    F.   Lindsay,  Jr.,  Secy.-Mgr. 


Danville,  Va.  MAY  26th  igll 


iW. 


JOHN    BLACK 


BLAIRVILLE,    VA . 
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This  invoice  is  made  in  duplicate  on  the  Burroughs  Adding  and  Listing  Machine. 
The  fiifures  in  the  left  hand  column  represent  the  package   number.      (The  packages 
received  from  each  agency  being  consecutively  numbered.) 

The  figures  in  right  hand  column  represent  the  amount  of  each  package. 

The  original  is  sent  with  laundry,  duplicate  is  retained  in  office  and  total  (one 
item)  posted  to  ledger. 
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a  The  Burroughs  Adding  and  Listing  Machine 
makes  possible  a  better  day's  \vork. 

C  An  examination  of  the  machine  in  your  own 
office  in  connection  with  your  own  w^ork  is  satis- 
fying as  to  how  much  or  how^  little  it  will  free  you 
or  your  office  assistants  from  the  drudgery  of  mental 
calculation  and  whether  or  not  it  Avill  afford  more 
time  for  handling  of  large  affairs  and  preparing  for 
the  growth  of  business. 

C  Machines  are  available  in  seventy-five  branch 
offices,  and  at  your  request,  one  will  be  delivered  to 
you,  express  paid  and  without  obligation  on  your 
part.  If  you  w^ish  it,  a  Company  representative 
with  know^ledge  of  the  simple  and  economical  hand- 
ling of  office  detail  will  explain  how  the  machine 
may  be  adapted  to  your  present  work.  Should  you, 
after  investigation,  decide  not  to  purchase  at  pres- 
ent, the  machine  w^ill  be  returned  to  our  branch 
office,  all  expense  being  ours,  and  we  will  feel 
under  obligation  to  you  for  having  examined  it. 
Again  at  a  later  time,  if  you  wish,  when  there  is  a 
rush  of  work,  a  machine  can  be  submitted  for  your 
use,  and  possibly  w^ith  the  knowledge  gained  by  its 
previous  use,  you  may  find  the  need  for  it  in  your 
business. 
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GIFT 


The   Burroughs  ("'^^^ 


■-,      i-li.it-OK''^ 


Bookkeeping  Machine  for 

Printers  and  PubUshers 


2-    Press  Room        6.    Halftone  Operating 

Detroit  tz'fttifiji  Nnvs,  PeHtuKular  ling.  Co., 

Detroit.  Detroit. 


3.    Press  Room 

Saturday  Evenine  Post, 
Philadelphia 


7.    Bindery 

Corday  &"  Gross  Co 
C/eveiatid. 


4.    Accounting  Dept. 

yosepk  Mack  Ptg.  House, 
Detroit. 


A  Burroughs  keeps  the  printer  and  publisher  in  close  touch  with  every  department  of  his  bus- 
iness, telling  him  at  all  times  what  results  each  is  accomplishing.  He  is  not  bothered  with  details. 
Therefore  he  finds  time  and  opportunity  to  give  his  attention  to  the  bigger,  more  important  things 

Department  of  Systeai  Service 

Burroughs  Adding  Machine  Company 


Detroit,  Michigan,  U.  S.  A. 


-r^mmis^® 
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A  Burroughs  to  Fit  Your  Business  Needs 


You  may  say  on  first  thought,  "Oh 
yes,  a  Burroughs  is  a  time,  work 
and  worry  saver  for  some  lines  of 
business,  but  not  for  ours.  Our  business 
is  different."  Probably  you  have  only 
seen  a  Burroughs  used  in  a  bank,  and 
you  naturally  think  that  is  the  only  kind 
of  work  it  does,  you  think  of  it  merely 
as  a  machine  to  add  and  list  figures. 
Many  printers  and  publishers  had  this 
same  idea  until  they  used  a  Burroughs 
and  found  out  its  unlimited  possibilities. 

If  you  have  records  to  compile,  in- 
voices to  check,  statements  to  make, 
accounts  to  balance,  the  Burroughs  will 
do  the  work  in  half  the  time  and  with 
absolute  accuracy.  After  you  have 
seen  the  wonderful  possibilities  of  this 
device  you  will  look  upon  it  as  infinitely 
more  than  a  mere  adding  machine. 


It  enables  you  to  have  definite  detailed 
information  about  your  business,  which 
would  be  impossible  otherwise.  The  only 
thing  which  keeps  every  business  man 
from  securing  this  kind  of  information  is 
lack  of  time.  Here's  a  machine  that  will 
give  it  to  you  in  an  incredibly  short  time 
and  without  any  worry  over  detail. 

Haven't  you  often  thought,  "If  I  just  knew 
whether  this  department  is  paying  the  profit  it 
should,  if  I  just  knew  how  my  percentage  of  net 
profit  this  year  compares  with  thai  of  last  ?"  A 
Burroughs  will  give  you  this  information  with- 
out labor  or  brain  fag  on  your  part. 

Moreover  it  will  enable  you  to  maintain  such 
records  that  information  of  this  sort  is  always 
before  you.  It  takes  the  guess  work  element  out 
of  business. 

A  Burroughs  prints  and  adds  numbers  as  fast 
as  you  can  write  them  down.  The  Burroughs  is 
not  the  name  of  a  single  machine  that  will  do 
but  one  thing.  It  is  the  name  of  a  type  of 
machine,  the  different  styles  of  which  will  do 
many  things. 
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Seven  column  machine 
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Prints  month,  day  and  amount 
for  Monthly  Statements. 
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Nine  column  Burroughs  for  adding 
hours  and  minutes. 
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Nine  column  duplex  Burroughs.     Two 
adding  machines  in  one. 
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Eleven  column  Burroughs  adds  $  &  cts.  as  well 
at  hrs.  &  5  mln.  periods  at  one  operation. 


Burroughs  Bookkeeping  Machines  are  made 
in  diflFerent  sizes  with  six,  seven,  nine,  eleven, 
thirteen,  fifteen  and  seventeen  columns  of 
keys.  Printing  carriages  are  built  to  accom- 
modate paper  2  A".  lOi".  12i''and  18' wide. 
Built  with  electric  drive  if  desired.  Can  be 
equipped  for  adding  and  listing  dollars  and 
cents— feet  and  inches — fractions  of  \4,*  H. 
i'«  f  ^. — hours  and  minutes — tons  and  hun- 
dred weights — -dates  and  amounts.  May  have 
split  and  normal  device  for  dividing  keyboard 
into  two  or  more  sections,  for  adding  and 
listing  two  or  more  sets  of  figures  at  one 
operation.  Can  be  equipped  with  shuttle  or 
cross  tabulating  carriages  for  automatically 
listing  and  adding  across  a  sheet  or  form  in 
two  or  more  columns.  May  be  built  with 
two  sets  of  total  wheels,  to  accumulate  two 
separate  totals  or  grand  total  at  one  time. 
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Fifteen  column  Bunoughscan  be  split  into  several 
sections  to  add  like  several  machines. 


vERAL  Offices  of  Stone  Printing  and  Manufacturing  Company,  koanoke.  Virginia. 


Burroughs  Bookkeeping  Machines  for 
Printers  and  PubUshers 

Permanent  business  success  must  always  be  based  on  accurate  records— tliorough  knowledge.     Burroughs 
machines  give  printers  and  publishers  this  vital  information  and  handle  detail  work  in  less  than  half  the  time.  • 


UNDOUBTEDLY  one  of  the  greatest 
influences  in  the  development  of  the 
world  both  intellectually  and  com- 
mercially has  been  the  power  of  the  press. 
With  the  invention  of  printing  in  the  fif- 
teenth century  by  Gutenburg,  Faust  and 
others,  came  the  Renaissance,  awakening 
men  from  the  ignorance  of  the  Dark  Ages, 
causing  them  to  think  for  themselves. 

The  world  owes  much  to  printing,  and  only 
in  recent  years  has  the  debt  been  paid  in  any 
part.  Gutenberg,  Faust,  Caxton,  and  in 
later  years  Addison  and  Steele,  died  far  from 
being  rich  men.  From  that  time  on  the 
printer's  and  publisher's  life  work  was  more 
or  less  a  matter  of  hard  application  without 
adequate  returns. 

Printing  Industry  Sixth  in    Volume 

There  are  37,000  printers,  and  22,806 
'newspapers  and  magazines  in  the  United 
States  alone.  The  printing  industry  ranks 
as  sixth  in  volume  of  business,  yet  the  vast 
fortunes  have  not  been  built  up  in  this  in- 
dustry as  in  others  of  less  magnitude. 

The  new  era  in  the  printing  business  has 
come,  however.  The  printer  and  publisher 
of  to-day  is  claiming  his  rightful  position  as 
a  captain  of  industry.  Present  day  publish- 
ers have  applied  the  principles  of  efficiency 
to  their  organizations,  with  excellent  results. 

Lack  of  Adequate  Records  Means 
Insufficient  Profits 

A  few  years  ago,  some  printers  got  to- 
gether to  solve  the  reason  for  the  small  pro- 
portion of  their  profits  to  their  volume  of 
business.     The  trouble  was  found  to  lie  in 

•Aya's  Amerlctui  Newspaper  Annual,  1911. 


a  lack  of  adequate  records.  They  had  no 
accurate  way  of  knowing  the  inventory  value 
of  their  business,  the  cost  per  hour  in  the 
different  departments,  etc.  They  found  that 
much  of  their  product  was  being  sold  at  an 
actual  loss. 

Now  the  great  majority  of  printers  are  us- 
ing accurate,  scientific  methods  for  finding 
their  costs  and  establishing  prices  which  will 
allow  a  fair  margin  of  profit.  The  result  is 
a  good  profit  and  increased  efficiency  through- 
out their  plants; 

The  Burroughs  Gives  Com/)lete  Records 
Without  Loss  of  Time 

Accurate  accounting  methods  are  found  in 
all  departments  of  the  modern  printing 
house.  Many  printers  and  publishers  of 
to-day  are  able  on  the  shortest  notice  to 
furnish  their  bankers  accurate  and  complete 
statements  of  their  business.  They  find  no 
difficulty  in  securing  credit  anywhere. 

To  secure  the  right  kind  of  records  in  the 
printing  and  publishing  business,  a  vast 
amount  of  calculations  and  additions  of  fig- 
ures is  required.  It  would  be  impossible  to 
handle  these  quickly  and  correctly  by  mental 
processes.  With  a  Burroughs  liookkeeping 
Machine  printers  and  publishers  are  able  to 
compile  this  information  with  absolute  ac- 
curacy and  without  loss  of  time. 

Many  printers  felt  before  buying  a  Bur- 
roughs that  to  secure  accurate  records  would 
be  an  extra  burden — requiring  extra  help. 
They  found  that  the  Burroughs  reduced  by 
more  than  half,  the  time  required  for  their 
regular  routine  work,  such  as  trial  balances, 
checking  invoices,  monthly  statements,  proof 
of  posting,  etc.     They  could  use  this  newly 


acquired  time  for  securing  vital  information 
by  means  of  the  Burroughs  which  they  had 
never  been  able  to  have  before. 

A  Burroughs  affords  freedom  from  worry 
over  the  details  of  cost  finding  and  othar 
statistics.  Still  it  gives  more  accurate  and 
complete  information  on  these  points  than 
has  ever  been  possible  before. 

You  can  have  before  you  every  day  a  com- 
plete statement  of  your  business  for  the  pre- 
vious day,  week,  month  or  yearinaformthat 
gives  you  the  information  you  need  at  a 
glance.  This  statement  is  prepared  almost 
automatically  by  your  office  assistants. 

You  can  have  time  to  plan  ways  of  increas- 
ing your  volume  of  business,  increasing  your 
plant  efficiency,  decreasing  your  losses.  You 
are  not  held  back  from  branching  out  by 
lack  of  knowledge  about  your  business. 

This  Folder  Shows  Methods  in  Actual 
Use  by  Printers  and  Publishers 

In  this  folder  we  reproduce  methods  which 
are  enabling  printers  and  publishers  to  keep 
a  close  check  on  all  departments  of  their  busi- 
ness and  to  know  how  they  stand  at  all  times. 

These  systems  are  selected  from  a  vast 
fund  of  information,  which  has  been  sent  to 
us  by  practical  printers  and  publishers.  It 
is  impossible  for  lack  of  space  to  print  all  of 
the  data  we  have  on  file. 

Perhaps  you  may  not  find  here  just  the 
information  you  are  in  need  of.  If  so,  we 
hope  you  will  feel  free  to  write  us  in  detail 
as  to  your  particular  problems.  We  shall 
be  glad  to  study  them  carefully  and  make  any 
suggestions  in  our  power.  This  service  is 
free  and  without  obligation  upon  your  part. 


Burroughs  Bookkeeping  Machines 


Page  Four 


Printers'  Cost  Accounting 


To  the  modern  printer,  the  most  vital 
part  of  his  bookkeeping  is  his  Cost 
System.  There  are  several  very  good 
Cost  Systems  in  use  now — the  best  known 
being  the  Standard  System,  worked  out  by 
the  United  Typothetae  of  America,  Denham- 
ethods,  devised  by  the  R.  S.  Denham  Com- 
pany of  Cleveland;  and  a  system  for  small 
country  printers  by  Mr.  R.  T.  Porte,  Secre- 
tary of  the  Ben  Franklin  Club  of  Cincinnati. 

The  originators  of  all  the  above  named 
systems,  as  well  as  numerous  successful  print- 
ers, have  furnished  us  valuable  assistance  in 
the  preparation  of  this  folder. 

You  will  find  on  these  pages  forms  taken 
from  all  the  various  systems  mentioned  above 
as  well  as  from  systems  evolved  by  individual 
printers  to  meet  their  requirements.  We 
hope  to  bring  out  some  ideas  which  will  help 
members  of  the  Printing  Industry  in  their 
cost  departments  and  suggest  methods  for 
arriving  at  costs  quickly_and  accurately. 

Where  a  cost  system  is  to  be  installed  we  by 
all  means  advocate  having  the  work  done  by 
a  man  or  firm  that  has  made  a  thorough  study 
of  this  subject. 


Checking  Time  Tickets  Against 
Clock  Card 

The  first  thing,  after  the  time  tickets  are 
turned  in  they  must  be  checked  against  the 
clock  cards,  to  be  sure  that  each  man  has 
accounted  on  a  time  card  for  the  time  he  has 
been  paid  for  that  day.  Each  man's  time  is 
totaled  on  the  machine  from  his  daily  time 
ticket,  or  individual  time  slips,  making  a 
separate  total  of  productive  or  chargeable 
units  or  hours,  and  of  non-productive  or  non- 
chargeable  units. 

This  can  be  run  off  like  figure  2. 

If  as  in  this  illustration  a  Duplex  Bur- 
roughs is  used,  the  chargeable  hours  are  run 
off  in  the  upper  counter  and  the  non-charge- 
able in  the  lower  counter.  A  separate  total 
of  each  is  secured,  also  a  grand  total.  If  this 
grand  total  is  equal  to  the  time  shown  on  the 
clock  card,  it  is  then  O.  K'd. 

By  using  the  Burroughs  for  this  important 
work,  much  time  is  saved  and  absolutely 
accurate  results  are  obtained. 


Department  No. 
Employe  No. 


Chargrable 
Units 


Non-chargeable 
Units 


Total  Non-chargeable 
Total  Chargeable 
Total  Hours  Worked 


Figure  2.  The  time  from  lime  slips  is  run  off  on  Burroug:tis  Duplex 
Machines  in  this  manner,  using  the  upper  counter  Eur  addjni; 
chargeable  units,  the  lower  counter  for  non-char^a  le  units. 


WHAT  ONE  PRINTER  WRITES 

Stone  Printing:  and  Manufacturing  Company  finds  indi- 
vidual time  tickets  most  economical  and  easily  handled. 
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Figure  I.     Daily  Time  Ticket. 


Individual  Time  Tickets. 


How  Time  Report  Slips  are  Run  Off 


THE    first   step  in  a  cost   system  is  the 
time  ticket.     It  is  extremely  important 
that   each   workman   account   accu- 
rately for  all  time  put  in  during  the  day. 

There  are  two  general  divisions  of  time 
tickets.  (See  Figure  1).  The  first  is  the  In- 
dividual Time  Ticket.  Each  workman  turns 
in  one  of  these  tickets  for  each  job  on  which 
he  works  during  the  day.  Some  printers  use 
a  time  stamp  and  the  workman  stamps  on  the 
ticket  the  time  he  starts  a  job  and  the  time 
finished,  (See  Joseph  Mack's  time  card 
in  lower  right  hand  corner  of  illustration 
above).     On   this  card   the  same  pressman 


has  handled  the  same  job  a  number  of  times 
and  for  a  number  of  different  operations. 
The  card  is  therefore  stamped  with  time 
started  and  time  finished  on  each  operation. 
The  cost  clerk  then  foots  up  the  total  time 
when  the  cards  are  turned  in. 

The  great  advantage  of  these  individual 
time  tickets  is  that  they  do  not  have  to  be 
posted  to  the  job  cost  record  every  day,  but 
are  filed  with  the  cost  ticket  and  the  total 
time  entered  when  the  job  is  completed. 

Figure  1  also  shows  the  Daily  Time  Ticket. 
The  time  from  this  is  posted  to  the  cost 
sheets  each  day. 


Roanoke,  Va.,  June  4, 1912. 

\A7E  have  recently  filled  an  order,  the  size  of  which 
is  no  rare  thing,  and  it  has  occurred  to  the  writer 
that  possibly  the  best  way  to  show  you  just  what 
results  we  are  getting,  would  be  to  bundle  the  whole 
business  up  and  send  it  to  you. 

You  will  note  that  the  time  cards  are  those  of  the 
individual  workman,  and  that  they  show  the  length 
of  time  and  the  date  and  also  the  character  of  work. 

The  individual  card  is  much  easier  manipulated 
by  the  cost  clerks.  Even  though  daily  postings  of 
labor  are  made  to  the  cost  sheets  we  maintain  that 
the  individual  card  is  the  most  economical. 

With  the  daily  time  ticket  where  a  man  possibly 
works  on  eight  or  ten  different  jobs  a  day  the  cost 
clerk  has  to  leaf  backward  and  forward  through  this 
binder  to  find  the  sheet  of  the  proper  number;  where- 
as, the  individual  card  can  easily  be  arranged  numer- 
ically with  the  smallest  number  on  the  top  and  the 
posting  be  carried  on  from  left  to  right  all  the  way 
through  the  binder. 

These  cards  are  turned  into  the  office  daily,  the 
time  extension  is  made  and  each  employee's  time  is 
checked  up  against  the  "in  and  out"  cards  from  the 
International  Time  Recording  Register. 

After  the  time  is  extended  the  cards  are  dropped 
behind  a  larger  card  in  a  filing  box  and  accumulated 
there  until  the  job  is  delivered.  In  separating,  they 
are  taken  out  and  assorted  first  as  to  the  main 
departments,  such  as  composition,  press-work  and 
bindery,  then  separated  further  to  the  sub-depart- 
ments, such  as  hand -composition,  keyboard  compo- 
sition, caster-composition,  etc.,  then  further  sepa- 
rated as  to  the  operation.  For  instance — on  the  job 
in  question  you  will  note  427  hours  and  20  minutes 
under  "M.  U."  which  stands  for  "make-up." 

Some  of  these  cards  may  have  been  turned  in 
eight  or  ten  months  apart. 

After  getting  them  classified,  as  above  stated,  the 
cards  for  each  operation  are  put  through  the  Bur- 
roughs and  totals  taken  and  put  down  in  the  right 
hand  portion  of  the  sheet,  then,  for  instance — when 
the  hours  for  all  the  operations  under  hand  composi- 
tion are  obtained  they  are  added  and  the  total  number 
of  hours  of  hand  are  obtained  and  placed  in  the  left 
hand  column  of  the  sheet. 

The  hours  for  each  operation  are  extended  under 
a  different  rate,  said  rate  being  arrived  at  by  the 
Uniform  Standard  Cost  Finding  System  for  printers 
in  the  United  States,  Canada  and  Mexico,  which  we 
have  in  use  in  our  establishment. 

Of  course,  we  use  our  Burroughs  machines  for 
general  bookkeeping,  trial  balances,  statements,  etc., 
and  also  for  separating  the  chargeable  and  non- 
chargeable  time  in  all  of  the  departments,  in  making 
up  our  pay-roll,  etc.,  etc. 

THE  STONE  PRINTING  AND 

MANUFACTURING  COMPANY. 

(,srir»^<0  G.  G.  Goocb,  Jr. 

7'reai  u  rer 
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For  Printers  and  Publishers 


COMPOSITION 
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Figure  3.     Daily  Summary  Sheet.      {A  dual  Size.  12  inches  by  9  1-2  inches. ) 


Figure  4.     Monthly  Summary.     {Actual  Size.  12  inches  iy  9  1-2  inches.) 


Record  of  Chargeable  and  Non- Chargeable  Hours 


AFTER  the  clock  cards  have  been 
checked,  it  is  the  custom  of  most 
printers  to  make  a  summary  of 
chargeable  and  non-chargeable  hours  in  each 
department.  Some  printers  use  a  wide  ruled 
form,  filling  in  the  different  columns  by  hand 
and  making  the  additions  with  a  Burroughs. 

The  forms  above  show  how  this  entire 
sheet  can  be  inserted  in  the  Burroughs  and 
the  different  columns  run  off  in  that  way. 
You  can  list  these  direct  from  the  time  slips, 
or,  a  better  way  is  to  take  the  adding  machine 
list  which  you  ran  off  when  checking  your 
clock  cards  (See  Figure  2,  opposite  page). 
This  gives  each  man's  total  chargeable  and 
non-chargeable  hours  separately  and  can  be 
transferred  quickly  to  the  wide  sheet. 

The  forms  shown  here  had  to  be  cut  down 
considerably  to  get  them  on  the  page.  The 
entire  sheet  has  divisions  for  all  the  depart- 
ments of  a  printing  plant,  so  that  you  can 
have  a  complete  summary  before  you  for 
reference.  Some  houses  make  a  separate 
sheet  for  the  press  report. 

The  Burroughs  Machine  can  be  equipped 
with  a  carriage  which  will  take  sheets  up  to 
18"  in  width. 


When  a  Burroughs  Duplex  is  used,  as  in 
the  forms  shown  above,  the  chargeable  hours 
are  run  off  in  the  upper  counter  and  the  non- 
chargeable  in  the  lower  counter,  so  that  the 
two  totals  are  accumulated  in  the  machine 
at  the  same  time.  A  sub-total  of  the  lower 
counter  gives  you  a  total  of  non-chargeable 
hours  in  any  department.  A  transfer  total 
of  the  upper  counter  gives  you  your  total 
chargeable  hours  and  places  this  total  on  the 
lower  adding  wheels  so  that  you  get  your 
grand  total  of  hours  worked  in  each  depart- 
ment by  shifting  the  duplex  lever  and  totaling 
the  lower  counter. 

In  the  Press  Room  Record,  you  will  note 
that  the  number  of  impressions  and  the  idle 
time  is  also  given.  Every  printer  will  see 
the  value  of  this  information  because  of  the 
check  it  gives  him  on  the  press  output. 

The  monthly  and  weekly  summary  of 
chargeable  and  non-chargeable  hours  is  made 
up  simply  by  putting  this  sheet  in  the  machine 
and  running  off  your  departmental  totals 
from  your  daily  summaries.  You  will,  of 
course,  see  the  value  of  having  this  informa- 
tion in  this  shape.  It  enables  you  to  keep  the 
eiSciency  of  your  various  departments  up  to 


the  highest  point.  You  will  know  when  any 
one  department  is  running  too  high  in  its  per- 
centage of  non-chargeable  time  and  can  find 
out  the  cause  and  apply  a  remedy. 

This  information  is  compiled  on  the  Bur- 
roughs in  so  short  a  time  that  there  is  no  extra 
burden  in  the  office  work. 

Where  the  Six-Minute  Unit  is  Used 

You  will  note  that  on  most  of  the  forms 
reproduced  the  six-minute  unit,  dividing  each 
hour  into  ten  units,  is  used.  A  large  per- 
centage of  printers  have  adopted  this  unit, 
finding  it  most  convenient  and  accurate. 

A  regular  dollar  and  cent  Burroughs  can  be 
used  for  adding  these  units,  using  the  regular 
decimal  point  as  the  division  between  hours 
and  tenths. 

For  printers  who  use  the  hour  and  minute 
system,  figuring  time  to  the  exact  minute,  we 
recommend  the  hour  and  minute  Burroughs. 
The  first  two  columns  to  the  right  of  this 
machine  add  minutes,  converting  them  into 
hours.  When  you  wish  to  use  the  machine 
for  adding  other  amounts,  such  as  dollars  and 

gents,  these  two  columns  will  not  print, 
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The  Speaker-  Hines  Co.,  of  Detroit,  use  daily  time  Cost  record  card  of  Dean-Hicks  Co.,  GrandlRapids.  iiled  Cost  sheet,  Matthews-Northrup  Works,  for  small  Summary  sheet,  Matthews- Northnip  Works,  for  larg- 
ticket.  postinsr  time  to  this  cost  sheet  daily.  Time  on  with  time  slips  applying  on  job  until  completed.  Then  jobs.  Time  is  entered  on  one  side,  summary  is  er  jobs.  Cost  is  totaled  in  the  first  cohimn  to  the  right, 
each  sheet  is  totaled  on  a  Burroughs,  also  the  costs.      slips  are  totaled  on  Burrouifhs  and  entered  on  this  card,     brought  to  reverse  side,  totaled  on  Burroughs,      then  estimated  cost,  then  the  charge  or  selling  price. 


Individual  Job  Cost  Record  or  Job  Ticket 


As  soon  as  an  order  is  received  a  job 
ticket  is  made  out  in  duplicate  or 
triplicate  as  requirements  demand. 
The  original  contains  the  instructions  for 
the  different  departments  and  accompanies 
the  job  through  the  shop.  The  duplicate 
remains  in  the  office  with  other  tickets  for 
unfinished  jobs. 

Every  unit  of  time  spent  on  each  job  must 
be  entered  on  the  ticket  for  that  job. 

Where  the  individual  time  tickets  for  each 
job  are  used,  these  are  assorted  in  consecutive 
order  according  to  job  numbers  and  filed  in 
a  cabinet  with  their  respective  job  tickets. 

With  these  individual  time  tickets,  each 
operation  is  not  entered  separately  on  the 
job  cost  sheet  or  ticket,  only  the  totals  of 
each  kind  of  work. 

Where  the  daily  time  tickets  are  used,  the 
time  from  these  is  entered  each  day  on  the 
job  cost  sheets. 


Totaling  the  Cost  Sheets 

After  all  the  time  has  been  turned  in  on 
a  job,  the  problem  is  to  get  all  the  time 
quickly  totaled  and  the  cost  of  the  job 
computed.  The  importance  of  doing  this 
quickly  is  in  order  to  get  out  the  invoices 
promptly  and  handle  all  the  accounting  de- 
tails without  loss  of  time. 

Here  is  where  the  adding  machine  is  almost 
invaluable.  Whether  you  u.se  individual  or 
daily  time  tickets,  the  Burroughs  is  of  untold 
assistance  in  accurately  securing  your  totals. 

Where  the  individual  time  tickets  are  used, 
all  that  is  necessary  is  to  run  off  all  the  slips 
for  each  department  and  multiply  the  total 
time  in  each  department  by  the  cost  per  hour. 
These  amounts  are  entered  on  the  job  cost 
summary  and  the  total  of  all  cost  is  computed 
on  the  Burroughs  also. 

I  Where  the  daily  time  tickets  are  used  and 
the  time  is  entered  from  day  to  day,  the  differ- 


ent columns  on  the  cost  record  sheet  are  added 
up  on  the  machine  and  the  totals  carried 
over  to  a  summary  column.  Many  printers 
run  off  this  summary  on  the  machine  as  it 
gives   a    neater,    more    legible   record. 

Unfinished  Work  Inventory 

T  T  is  most  important  at  the  end  of  the 
-*■  month  to  include  in  your  inventory  the 
unfinished  work  which  has  not  yet  been 
charged  to  customers.  Unless  this  is  accu- 
rate and  complete  you  cannot  secure  a  true 
statement  of  the  cost  of  doing  business. 

Where  the  time  is  entered  every  day  on  the 
cost  sheets,  it  is  only  a  matter  of  a  few  mo- 
ments to  run  off  the  time  from  your  unfinished 
job  cost  sheets  on  a  Burroughs  at  the  end  of 
the  month  and  charge  up  the  total  cost  to 
unfinished  work  inventory. 

Where  the  individual  time  tickets  are  used, 
the  time  slips  which  are  filed  with  the  un- 


Art  Department,  Matthews-Northrup  Works, 
BurrALO,  N.  Y. 


finished  job  record  cards  are  added  on  the 
Burroughs  and  the  totals  are  posted  at  the 
same  time  to  the  job.  Then  in  case  any  of 
these  jobs  are  still  unfinished  at  the  end  of 
the  next  month,  it  will  not  be  necessary  to 
go  over  all  these  slips  and  add  them  up  a 
second  time.  Only  the  slips  for  the  last  month 
will  have  to  be  added. 

Many  printers  are  obliged  to  estimate  the 
amount  of  unfinished  work  at  the  end  of  the 
month  because  of  lack  of  time  to  add  up  the 
time  and  get  an  accurate  total. 

Accuracy  in  Estimating 

/^NE  great  source  of  loss  in  the  printing 
^^  business  is  through  errors  in  making 
estimates.  It's  so  easy  to  get  one  little  fig- 
ure wrong  and  as  a  result,  come  out  at  the 
short  end  when  the  job  is  billed. 

A  Burroughs  is  a  great  help  in  preventing 
inaccuracies  in  estimating.  The  different 
extensions  as  well  as  the  totals  can  be  taken 
on  the  machine  in  half  the  time  and  with 
exactness. 

A  great  many  concerns  file  their  adding 
machine  slips  on  any  certain  estimate  right 
with  the  estimate  so  they  will  know  there 
was  no  mistake  in  figuring. 

READ  WHAT  THE  INVENTOR  OF 
DENHAMETHODS  WRITES 

This  expert  on  printers' '  coM  systems  considers 
Burroughs  Important  factor  in  insuring  accuracy 

Cleveland,  Ohio,  Aug.  10,  1912. 
\X7E  believe  that  our  men  all  agree  that  cost- 
^'  system  service  would  be  much  more  difficult, 
especially  in  large  plants,  if  it  were  not  for  the  good 
work  which  your  concern  is  doing  in  the  installation 
of  Burroughs  Adding  Machines. 

A  correct  cost  system  must  balance  to  a  cent, 
exactly  the  same  as  a  correct  accounting  system,  and 
there  is  no  means  of  ascertaining  the  balance  so 
readily  and  accurately  as  with  your  machines. 

They  are  certainly  appreciated  by  everyone  in 
connection  with  the  v/ork  of  installing  andoperating 
'■  DENHAMETHODS." 

THE  ROBERT  S.  DENHAM  COMPANY. 

Jiy  Robert  S.  Denham, 

PrtsidtHl. 
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Figun  7, 
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Handling  the  Monthly  Cost  Summary 


THIS  sheet  is  so  familiar  and  its  im- 
portance so  well  known  to  every 
printer  that  little  explanation  is 
necessary  here.  We  will  not  attempt  to  go 
into  detail  as  to  the  different  methods  of 
figuring  overhead  or  burden,  because  so 
much  has  been  written  by  experts  on  this 
subject  that  what  we  might  say  would  only  be 
superfluous.  If  you  are  interested  and  want 
further  information  on  these  points,  we  suggest 
that  you  write  the  Secretary  of  thell.  T.  A., 
in  Chicago,  or  Mr.  R.  S.  Denham,  of  Cleve- 
land, or  some  other  expert  on  this  subject. 

Whether  your  cost  summary  sheet  is  com- 
plicated or  simple,  the  Burroughs  will  help 
you  to  compile  the  information  for  it  in  less 
than  half  the  time  and  with  absolute  accu- 
racy. By  running  this  summary  sheet  off 
on  the  machine  you  have  it  in  a  more  legible 
form  and  know  absolutely  that  the  figures 
are  right.     Where  this  sheet  is  filled  in  by 


hand,  the  Burroughs  is  used  to  add  up  the 
different  columns  and  compute  the  rates. 
Printers  tell  us  that  the  machine  enables  them 
to  get  out  their  monthly  statements  of  costs 
in  less  than  half  the  time  formerly  required. 

Record  of  Sales  and  Profits 

THE  thing  in  which  every  business  man 
is  most  interested  is  sales  and  profits. 
You  want  to  know,  for  instance,  how 
last  week's  sales  compare  with  those  for  the 
same  period  last  year.  Below  are  shown  sheets 
which  will  give  you  that  information — daily, 
weekly  and  monthly. 

After  the  invoices  have  been  made  out 
the  clerk  inserts  in  the  machine  a  wide  sheet 
headed,  Record  of  Sales  or  Comparison  of 
Sales  and  Profits,  whatever  you  may  call  it. 

He  then  takes  his  cost  sheets  for  the  day — 
or  for  the   week,   lists  the  job  Jiumbers  and 


enters  under  each  department  the  cost  of 
each  job  in  that  department.  In  the  profit 
or  loss  column,  he  enters  the  profit  or  loss  on 
each  job,  using  the  eliminating  key  for  losses. 
The  selling  price  is  entered  in  the  last  column. 
Each  departmental  column,  the  profit  column 
and  the  selling  price  column  are  totaled  sepa- 
rately. These  sheets  are  filed  in  a  loose  leaf 
binder  and  the  totals  for  each  day  are  recapi- 
tulated weekly  or  monthly  into  a  permanent 
record.  On  the  monthly  sheet  the  percent- 
age of  profit  for  the  month  and  other  interest- 
ing figures  may  be  computed. 

This  gives  the  manager  of  the  business  a 
thorough  knowledge  of  his  standing  at  all 
times.  He  can  see  whether  his  percentage 
of  profits  is  running  as  high  as  it  should, 
whether  his  volume  of  business  for  the  month 
is  as  good  or  better  than  for  the  same  month 
last  year.  This  information  can  be  compiled 
in  a  short  time  on  the  Burroughs  whereas 
the  labor  of  getting  it  in  any  other  way  would 
preclude  the  idea  of  doing  so. 
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Figure  S.     Daily  Record  of  Sales. 
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Figure  9.     The  Monthly  Sales  Record.     JVote  that  a  Weekly  Total  is  Secured,  as  Well  at  a  Monlhly  Total.     {See  "S#"  in  Date  Column.) 
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Figure  10.     The  ti 
column.     Then  the 
a  Duplex  Burrough 

ne  is  entered  in  the  co 
amount  due  is  enteret 
s.     When  all  departnie 

umns  for  the  v<moiis  days  from  thf  various   clock   cards  and   totaled  in  this  "Total   Time" 
in  the  last  column  and  the  total  for  each  department  transferred  to  the  lower  counter,  usinfi: 
nts  have  been  finished  a  grand  total  of  the  pay-roll  is  secured  by  totaling  the  lower  counter. 

2  1.6  0 

Figuring  the  Pay-RoU 

IN   a   printing   plant,    newspaper   office, 
publishing   house,    engraving  concern, 
the  figuring  of  the  pay-roll  once  a  week, 
or  semi-monthly,  is  a  considerable  item. 

Here  is  a  simple  method  that  has  enabled 
many  printers  and  publishers  to  save  time 
and  insure  accuracy  in  making  up  their  pay- 
rolls. The  sheets  are  made  up  in  loose  leaf 
form  and  filed  in  a  pay-roll  binder. 

The  pay-roll  sheet  is  inserted  in  the  Bur- 
roughs. Taking  the  clock  cards  for  each  de- 
partment, the  employe's  clock  number  is 
listed  in  the  left  hand  column  and  the  number 
of  hours  worked  each  day  is  entered  in  the 
column  for  that  day  and  cross  totaled.  The 
rate  per  hour  is  entered  by  means  of  the  elimi- 
nating key  and  the  total  time  is  printed  in 
next  to  the  last  column.  After  the  time  has 
been  entered  in  this  way  for  all  employes 
in  any  department,  the  amount  of  pay  is  en- 
tered in  the  last  column  and  totaled. 

It  is  not  necessary  to  stop  and  multi- 
ply each  employe's  time  by  the  rate  per  hour 
if  you  use  a  table  of  rates.  You  can  run  one 
of  these  off  on  the  Burroughs  so  that  your 
pay-roll  clerk  can  have  before  him  a  table 
showing  how  much  any  number  of  hours  at 
any  given  rate  will  figure  up  to. 

Some  printers  prefer  to  keep  their  pay-roll 
sheets  bound  in  a  permanent  book.  They 
fill  in  the  different  columns  by  hand.     Here 


the  Burroughs  is  of  great  assistance  in  total- 
ing the  different  columns. 

For  further  information  about  methods  of 
handling  pay-rolls  write  for  our  special  folder 
"Burroughs  Machines  for  Pay-Roils.  " 


Figure  11. 


Stone  Printing  &  Manufacturing  Co. 
Tracer  System. 


Tracing  Unfinished  Jobs 

SOME  printers  have  hesitated  to   adopt 
the   individual   time  ticket  as  they  use 
their  unfinished  cost  sheets  as  a  tracer. 
A  simple  and  accurate  way  of  having  this 
information  at  all  times  is  by  the  use  of  the 
following  tracer  system  now  in  use  by  the 
Stone  Printing  and  Mfg.  Co.,  Roanoke,  Va. 

A  small  3x5  card  is  made  out  for  each  job 
as  it  is  received.  Divisions  on  this  card  are 
marked  off  for  the  different  departments — 
Composing,  Stone,  Press,  Ruling,  Bindery, 
Shipping,  Proof  Out,  Proof  Returned. 

Throughout  the  shop  perforated  slips  are 
kept  at  convenient  places  in  each  department 


so  that  the  last  man  who  handles  any  job  in 
his  department  can  put  the  job  number  on 
one  of  these  slips.  These  are  collected  hourly 
by  the  manager's  clerk,  who  stamps  on  the 
record  or  tracer  card  the  date  under  the  last 
department  in  which  this  job  was  handled. 
In  the  case  of  proofs  being  sent  out  and  re- 
turned, these  moves  are  promptly  stamped  in 
the  proper  division. 

Thus  the  manager  can  know  at  a  moment's 
notice  the  location  of  any  job  in  the  shop 
and  approximately  when  it  can  be  delivered. 

Where  a  delivery  date  is  promised  a  card 
for  that  job  is  entered  in  a  tickler  file  so  that 
it  will  be  brought  to  the  manager's  attention 
on  that  date.  A  red  tracer  card  a  trifle  higher 
than  the  regular  manila  cards  is  made  out 
for  this  job — thus  emphasizing  to  the  manager 
that  there  is  a  positive  promise  on  these  jobs. 

"CREDITING   SALES" 

Stafford    fingraving   Company   explains 
system  for  handling  this  important  work. 

Indianapolis,  Ind.,June4,  1912, 

REPLYING  to  yours  of  the  1st,  would  advise  that 
alt  labor,  material,  outside  purchases,  etc.,  enter- 
ing into  a  job.  are  entered  on  what  we  term  one  of  our 
charge  cards. 

The  various  items  entering  into  the  job  are  charged 
to  the  respective  departments,  and  our  bill  to  the 
customer  is  rendered  from  the  charge  card.  We  list, 
from  the  charge  cards,  the  day's  billing  as  shown  by 
the  total  on  each  charge  card,  then  to  credit  each 
department  with  its  proper  share  of  the  business,  we 
list  the  sum  of  the  items  for  each  department,  and 
the  total  of  these  department  credits  of  course  cor- 
responds with  the  total  of  the  day's  billing. 

STAFFORD  ENGRAVING  COMPANY. 
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For  Printers  and  Publishers 
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Firiirr  t3     This  is  the  lorm  of  monthly  cost  slatemmt.  daily  lime  ticket  and  job  cost  ticltet  devised  and  copyrinMed  by  Mr.  H.  J.  Richard- 
son ol  the  Augusta   Beacon,    Aujusta.    Michigan,  and  published  by  the  Globe    Publishine  Company.  Autrusta       There  are  two  costs  per 
wspaper  and  job  department.      The   general   expense  is  pro-rated  according  to  working  hours  in  each  department. 
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The  Country  Printer  and  Newspaper 


SOME    printers    may    feel    that   because 
their   business   is   small   they   do  not 
need   an  adding   machine.      They  may 
even  feel  that  on  account  of  the  small  num- 
ber of  their  employees  and  simplicity  of  their 
system,  they  do  not  need  a  cost  system. 

It  is  for  this  reason  that  many  newspapers 
and  job  printers  in  small  cities  or  villages  are 
not  making  the  profit  they  should.  Those 
who  have  investigated  found  that  their  costs 
were  much  higher  than  they  ever  imagined — 
in  some  cases  double.  As  a  result  they  in- 
creased their  prices  and  find  no  difficulty  in 
getting  the  new  figures  because  they  know 
what  their  costs  are  and  they  are  in  a  po- 
sition to  defend  their  prices. 

They  are  able  to  do  business  in  a  bigger 
way — put  in  better  equipment  and  their  vol- 
ume of  business  has  increased  with  their 
profits. 

The  adding  machine  is  used  in  small  print- 
ing offices  in  the  same  ways  as  in  large  in  add- 
ing up  chargeable  and  non-chargeable  hours 
and  totaling  the  time  consumed  and  cost  on 
individual  jobs. 

A  great  many  country  printers  have  only 
one  or  two  different  co.st  rates  in  their  shop. 
For  instance  a  newspaper  and  job  printer  will 
have  one  cost  per  hour  for  his  newspaper  and 
another  for  his  job  printing  department. 

The  reason  for  this  is  because  the  different 
employees  will  often  follow  a  job  clear  through 
the  plant  so  that  it  would  be  impossible  to 
keep  a  separate  cost  in  the  composing,  press 
room,  bindery,  etc. 

In  making  up  the  monthly  cost  summary 
the  Burroughs  is  an  invaluable  assistant. 
In  fact  many  printers  have  told  us  it  would 
be  impossible  for  them  to  find  time  to  com- 
pile this  information  without  the  machine. 
There  are  many  other  ways  in  which  the 
Burroughs  is  used  by  country  printers  every 
day  such  as : 

Totaling  Journal 
Making  out  Bank  Deposit  Slips 
Totaling  Cash  Book 
Making  out  Statements 
Trial  Balances,  etc. 

Where  No  Time  Clock  is  Used 

TN  some  printing  offices  no  time  clock  is 
'^  used,  the  workmen's  daily  time  slips 
being  used  for  making  up  the  pay-roll. 

At  the  end  of  the  day  all  of  these  time  tick- 
ets, both  for  productive  and  non-productive 
(or  chargeable  and  non-chargeable)  time  are 


turned  into  the  office.  These  tickets  are 
then  assorted  according  to  departments  and 
using  a  Burroughs  Duplex  machine  they  are 
added  as  shown  in  Figure  14. 

After  this  has  been  done  for  each  depart- 
ment and  carefully  checked,  the  productive 
time  tickets  are  filed  with  the  cost  sheets 
for  the  jobs  specified  on  the  tickets. 

The  summary  of  productive  and  non- 
productive hours  in  each  department  is  run 
off  from  this  adding  machine  list  in  the  same 
manner  as  on  page  five. 

The  long  strip  of  adding  machine  figures  is 
cut  apart  so  that  each  man's  time  is  separate 
and  the  date  is  stamped  on  each  of  these 
different  slips. 

They  are  then  filed  according  to  employes' 
name  or  number  in  a  cabinet  which  is  used 
for  the  pay-roll  record.  At  the  end  of  the 
pay  period,  all  of  these  slips  are  taken  from 
the  file  and  each  man's  time  is  totaled  on  a 
pay-roll  sheet  as  on  page  eight. 

"HARDLY  SILENT  A  MOMENT" 

Finds  Burroughs  valuable  for  listing  receipts 
coming  through  the  several  mails  each  day. 

Lebanon,  Ohio,  May  23,  1912 

WE  do  not  use   any   printed  forms  or  elaborate 
schemes  in  the  conduct  of  our  business,  but  our 
Burroughs  is  hardly  silent  a  moment  in  the  day. 

As  the  morning  mail  is  opened,  each  letter  is 
stamped  and  marked  with  the  amount  of  the  remit- 
tance, and  whether  in  stamps,  check,  money-order  or 
currency.  Fragmentary  amounts  in  stamps  are 
deposited  in  a  box  for  use  on  packages,  and  the  first 
use  of  the  Burroughs  is  to  keep  account  of  these  small 
amounts.  Almost  every  other  letter  contributes  to 
this  list,  as  about  one-third  of  our  receipts  are  in 
stamps. 

After  the  mail  is  opened,  the  orders  are  then  run 
through  the  machine  and  the  total  amount  of  remit- 
tances of  the  entire  mail,  in  whatever  form,  is  taken. 
This  is  the  next  use  of  the  Burroughs. 

Several  mails  a  day  make  constant  repetition  of 
this  routine. 

At  convenient  intervals  during  the  day,  the  money 
orders  are  listed  separately  and  the  checks  are  listed 
separately.    This  of  course  is  done  on  the  Burroughs. 

On  banking  days,  all  of  the  money-orders  in  hand 
are  listed  on  one  strip  sometimes  measuring  several 
yards  in  length,  the  checks  being  listed  on  a  separate 
slip,  and  all  sent  together  to  the  bank  for  deposit. 
In  this  one  transaction  the  Burroughs  is  of  inesti- 
mable service  to  us. 

We  of  course  make  great  use  of  the  machine  in 
billing  also,  and  as  we  have  numerous  invoices  run- 
ning several  pages  of  small  accounts,  this  service  is 
also  of  consideration. 

The  other  uses  made  of  the  Burroughs  are  the 
same  as  required  by  any  office. 

MARCH  BROTHERS. 

George  O.  March,  M^r. 
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Figure  14.  This  illustrates  method  of  running  off  time  slips  on  the 
Burroughs.  This  long  strip,  with  employes'  pay  roll  time  and 
chargeable  and  non-chargeable  units,  is  first  entered  on  the  sum- 
mary of  chargeable  and  non -chargeable  hours.  It  is  then  cut  apart 
and  the  date  stamped  on  the  section  for  each  employe.  This  sec- 
tion is  filed  under  a  division  (or  that  employe  and  at  the  end  of  the 
week,  ail  these  slips  are  totaled  and  the  pay  roll  made  up. 


•'USEFUL  IN  ESTIMATING" 

Expert  on  cost  systems  for  small  printers,  en- 
tlorses   Burroughs  to  insure   correct   results. 

Cincinnati,  Ohio,  May  31,  1912. 

YOUR  favor  of  the  29th  received  and  I  am  glad 
to  say  that  the  Burroughs  Adding  Machine  is 
one  of  the  greatest  things  that  can  be  put  into  a 
printing  office.  With  a  Burroughs  Adding  Machine 
I  can  take  a  monthly  summary  of  a  printing  office 
and  figure  it  up,  total  it  and  prove  it  in  half  an  hour's 
time.  Without  such  a  machine  it  would  take  at 
least  three  times  that  long.  I  have  the  consciousness 
of  feeling  when  I  have  finished  a  cost  system  with  the 
Burroughs  Adding  Machine  that  it  is  correct,  which 
is  very  important  in  figuring  such  a  thing  as  cost. 

Not  only  is  the  machine  useful  in  cost  finding,  but 
is  more  so  in  estimating.  I  know  of  several  large 
losses  that  would  have  been  avoided  had  the  esti- 
mates been  made  on  an  adding  machine  instead  of 
adding  up  the  totals  the  old  way.  The  one  instance 
I  know  of  particularly  would  alone  have  paid  for  the 
adding  machine. 

I  unqualifyingly  endorse  the  Burroughs  Adding 
Machine  for  cost  system  purposes  and  advise  every 
man  who  puts  in  a  cost  system  to  use  a  machine  with 
it  to  be  sure  that  everything  is  absolutely  correct. 

R.  T.  PORTE, 

Secretary  Hen  Franklin  Clnfi  of  Cintintiati. 


The  Albany  Herald  uses  the  Burroughs  for  figuring 
the  amount  of  advertising  space  carried,  figuring  circu- 
lation, computing  pay-roll,  making  up  bank  deposit 
slips.  They  also  use  'it  in  calculating  the  costs  per 
hour  in  their  printing.and  newspaper  departments. 


Burroughs  Bookkeeping  Machines 


Page  Ten 


The  Burroughs  for  Newspapers 


THERE  are  so  many  ways  in  which 
newspapers  can  use  Burroughs  ma- 
chines that  we  cannot  hope  to  show 
them  all  here.  There  is  hardly  a  depart- 
ment in  the  entire  newspaper  office  where 
the  machine  does  not  come  into  demand  to  a 
greater  or  less  extent. 

Display  Advertising 

The  big  thing  in  everj'  newspaper  office  is 
to  get  the  display  advertising  properly 
charged  up  against  the  respective  customers 
as  quickly  as  possible.  Any  inaccuracy  or 
omission  here  means  dollars  lost. 


How  the  Cleveland  Plain  Dealer 
Does  It 

The  Cleveland  Plain  Dealer  makes  up  what 
they  call  an  earning  sheet  for  each  issue.  On 
this  is  entered  the  name  of  each  advertiser 
as  his  ad  is  received.  One  copy  of  this  is 
sent  to  the  composing  room  and  the  other  re- 
tained in  the  accounting  department. 

When  the  paper  is  issued,  the  ads  are 
measured  off  and  the  amount  occupied  by 
each  ad  is  entered  in  the  proper  place  on  the 
earning  sheet.  Another  clerk  posts  direct 
from  the  newspaper  to  the  customer's  ledger. 
(Only  the  space  is  posted  to  this  ledger.) 
The  earning  sheet  is  totaled  on  the  Bur- 
roughs also  the  postings  to  the  ledger  and  the 
display  ads  from  the  paper  itself  are  totaled. 
These  totals  must  balance  to  a  line  thus  prov- 
ing the  accuracy. 

The  invoices  are  made  out  monthly  from 
the  checking  ledger  or  customer's  ledger. 
These  invoices  for  display  advertising  are 
totaled  and  the  earning  sheets  for  the  month 
are  also  totaled  on  the  Burroughs.  If  the  two 
totals  agree,  the  work  is  proven  correct. 

77/e  Detroit  News  System 

As  each  order  for  advertising  is  made  out, 
a  memorandum  charge  slip  is  filled  in  with 
the  name  of  the  advertiser. 

When  the  newspaper  is  out,  a  copy  is  taken 
and  on  each  ad  is  marked  the  number  of  lines 
used  and  the  price.  This  is  then  entered 
on  the  memorandum  order  slip  and  posted 
from  these  slips  to  the  customer's  register 
of  lines  used. 


Mailing  Room,  The  Kansas  City  Star 


A  clerk  then  takes  this  marked  copy  of  the 
paper  and  runs  off  on  the  Burroughs  the 
number  of  lines  of  display  advertising.  He 
uses  a  15  bank  machine,  split  between  the 
7th  and  8th  columns,  so  that  two  totals  can 
be  carried  simultaneously.  See  Figure  15 
for  explanation. 

In  the  same  way  the  total  amount  of  money 
is  run  off  on  the  machine  from  the  marked 
paper  and  memo  order  slips  and  checked. 

After  the  postings  to  the  customers'  regis- 
ter have  been  made,  yesterday's  balances  of 
all  accounts  which  have  changed  are  set  in 
the  machine  at  the  left  of  the  split,  and  to- 
day's balances  at  the  right.  These  balances 
are  added  simultaneously.  The  total  of  yes- 
terday's balances  is  subtracted  from  today's 
balances.  The  active  accounts  are  marked 
by  having  the  order  slip  memorandum  in- 
serted at  the  page  in  the  register  on  which 
they  appear.  The  difference  between  yes- 
terday's and  today's  balances  must  equal  the 
total  number  of  lines  appearing  in  the  news- 
paper. With  this  triple  check  there  is  abso- 
lutely no  chance  of  error.     See  Figure  16. 

The  Detroit  News  states  that  the  Bur- 
roughs has  enabled  them  to  save  many  hours 
each  day  in  recording  their  charges  for  dis- 
play advertising.  Furthermore,  it  gives 
them  a  more  complete  check  than  they  could 
otherwise  have.  They  know  their  bills  are 
correct  when  sent  out. 

Circulation  Department 

In  the  circulation  department,  many 
statistics  must  be  compiled  which  would 
be  endless  drudgery  without  the  aid  of  a  Bur- 
roughs. 

Many  newspapers  keep  a  circulation  book 
in  which  is  entered  the  total  number  of  papers 
delivered  to  the  various  agencies,  the  amounts 
delivered  for  street  sales,  R.  F.  D.  and  all  the 
various  classifications.  One  page  of  this 
book  will  have  31  horizontal  divisions  so  that 
each  day's  circulation  for  an  entire  month 
may  be  entered  in  the  different  divisions. 
These  columns  are  then  totaled  on  the  Bur- 
roughs cross  wise  and  vertically  in  order  to 
know  the  total  circulation  for  each  day  and 
the  total  monthly  circulation  in  each  division 
as  well  as  the  grand  total  monthly  circulation. 
» 

Checking  Collector 's  Returns 

The  Cleveland  Plain  Dealer  has  a  very 
complete  system  for  checking  collector's  re- 
turns. Each  collector  must  turn  in  a  sheet 
at  the  end  of  the  day,  listing  the  people  from 
whom  he  has  made  collections  and  the  amount 
collected.  He  runs  off  all  amounts  collected 
on  the  Burroughs  and  secures  a  total,  which 
must  agree  with  the  cash  turned  in.  This 
collection  sheet,  with  the  adding  machine 
slip  and  the  cash,  goes  to  the  cashier — who 
checks  it  up  to  see  that  it  balances. 

The  Buffalo  Courier  makes  out  a  sepa- 
rate book  of  invoices  for  each  carrier's  route. 
The  collector  takes  this  book  and  makes 
out  receipts  in  duplicate.  When  he  turns 
in  his  cash  he  totals  the  duplicate  receipts 
on  the  Burroughs  and  these  must  balance 
with  the  total  cash.  The  difference  be- 
tween the  amount  turned  in  and  the  prev- 
ious amount  outstanding  in  the  book  gives 
the  new  balance  outstanding. 
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Figure  IS.  This  is  a  list  of  aiiiounts  due  on  advenising.  It  is  run 
off  direct  from  ihe  newspaper,  adding  the  foreign  advertising  in  tlie 
left  section  of  the  Burroughs  and  the  local  in  the  right  at  one  oper- 
ation. The  total  is  checked  against  the  total  secured  by  running  off 
the  niem'irandum  charge  slips.  A  similar  Hst  of  number  of  lines  is 
run  off  on  the  machine  and  checked  against  the  paper. 
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Figure  16.  This  is  a  list  of  old  and  new  balances  as  run  off  by  the 
Detroit  News  from  their  customers'  register  of  space  used.  A 
Burroughs  15  Bank  Machine,  split  and  normal  is  used  for  this 
work.  When  split,  two  columns  may  be  added  simultaneously,  the 
division  being  between  the  seventh  and  eighth  c-  lumns.  The  diff- 
erence is  checked  against  the  total  space  as  computed  from  the 
newpaper  itself.  This  example  shows  yesterday's  balance  snl>- 
tracted  from  today's  l)alance  by  adding  the  complement  of  yester- 
day's balance  in  the  machine  on  both  sides  of  split. 


Classified  Advertising 
Invoices 

A  great  many  newspapers  fill  in  the 
items  on  their  classified  advertising  in- 
voices each  day.  At  the  end  of  the  month 
some  of  these  invoices  will  cover  several 
pages.  They  can  be  totaled  much  more 
quickly  and  accurately  on  the  Burroughsthan 
would  otherwise  be  possible. 

Editorial  Department 

Even  in  the  Editorial  Department  the 
Burroughs  comes  into  play  at  frequent 
intervals.  For  instance  an  article  is  being 
prepared  to  show  the  industrial  growth  of 
the  city. 

Statistics  have  been  sent  in  from  hundreds 
of  manufacturers  and  individuals.  With  a 
Burroughs  the  task  of  collecting  and  summar- 
izing this  information  is  a  mere  detail  where, 
by  hand,  it  would  be  enough  to  stagger  any- 
one. 

Furthermore,  the  Burroughs  deals  in  ac- 
curacies— no  chance  for  error. 

Footing  the  Journal 

Almost  every  newspaper  office  has  a  large 
journal  in  which  entries  are  made  daily.  This 
journal  often  has  as  high  as  twenty  columns. 

The  Burroughs  will  add  up  these  columns 
and  secure  a  balance  in  an  incredibly  short 
time  and  with  the  greatest  ease. 
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Making  Out  Invoices 

AGRHAT  many  newspapers  find  that  they  can 
save  time  and  prevent  mistakes  by  runnint^ 
off  the  space  on  their  advertising  invoices  with 
a  BurrouKhs. 

Most  newspapers  enter  the  space  used  by  each 
advertiser  in  some  kind  of  a  ledger,  card  or  loose 
leat.  from  day  to  day.  At  the  end  of  the  month 
an  invoice  in  duplicate  is  placed  in  the  Burroughs 
and  the  i  umber  of  lines  or  inches  Is  listed  and 
added  opposite  the  prope  date.  The  total  is  then 
printed  at  the  bottom  and  the  extension  made. 

The  advantage  is  that  you  are  writing  Ihc 
amounts  at  the  same  time  you  add  them.  You 
send  your  customer  a  bill  you  know  is  correct. 

The  invoice  reproduced  herewith  was  made 
out  by  the  Tacoma  Ledger  on  a  Burroughs  Du- 
plex 1-4  fractional  electric  machine.  This  ma- 
chine adds  1-*  inches  and  converts  them  into  in- 
ches, a  great  convenience  for  many  newspapers. 
The  I'pper  Counter  (f  the  Duplt-x  Machine  was 
used  for  listing  the  space  used  in  the  daily  edition 
— the  lower  counter  was  used  for  listing  the  space 
used  in  the  Sunday  editien — a  different  rate  being 
charged  for  daily  and  Sunday  editions. 

The  total  inches  are  multiplied  by  the  rate 
per  inch  on  the  machine  and  the  extension  car- 
ried out.  thus  securing  the  total  amount  due. 

These  statements  are  run  off  on  a  regular 
Statement  roll  on  the  machine.  Where  you  de- 
sire to  use  your  regular  printed  invoices,  a  special 
Burroughs  Statement  carriage  Is  provided  which 
will  handle  these  with  the  greatest  speed. 
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The  Burroughs  for  Election  Returns 

"PLECTION  night  is  a  busy  time  in  a  newspaper  office,  with  the  hungry  public 
■'-'       clamoring  outside  for  the  latest  returns. 

The  use  of  the  Burroughs  enables  the  newspaper  to  give  the  count  of  votes  as  fast 
as  the  returns  come  in.  All  that  is  necessary  is  to  depress  the  key  for  the  amount, 
pull  the  handle  and  you  have  your  total.  Separate  machines  can  be  used  for  the  differ- 
ent electoral  divisions. 

Newspapers  in  some  of  the  largest  cities  report  that  they  are  able  with  a  Burroughs 
to  give  a  complete  count  within  less  than  an  hour  of  the  closing  of  the  polls  and  in  many 
cases  the  time  taken  by  the  Burroughs  for  this  work  has  been  less  than  half  that  re- 
quired by  any  previous  method. 

The  newspaper  which  uses  a  Burroughs  for  compiling  election  returns  gives  out 
absolutely  accurate  figures  and  is  always  first  to  publish  the  latest  results.  No  large 
modem  newspaper  is  nowadays  willing  to  undertake  this  important  work  without  the 
aid  of  a  Burroughs. 

The  Burroughs  Company  is  glad  to  loan  extra  machines  to  their  users  at  election  time 
to  facilitate  the  work  and  demonstrate  what  the  various  Burroughs  models  will  do. 


Display  Advertising                    ) 

TIMES 

PRESS                                } 

\_-v 

LOCAL           v_ 

FOREIGN      -K- 

LOCAL        :g 

FOREIGN     •«•     I 

.8  4 

1.4  0 
1.6  8 

4.2  0  1 
.8  4  1 

1.4  0  1 

4.2  0 
.8  4 

1.4  0 

.84  li 
.84  l\ 

4  .2  0  1  { 

1  0  3  .0  6  T 


3  7  .4  4  s 
1  4  0 .5  0  t 


1  3  6 .4  4  T 


6  3.8  8 
2  0  0 .3  2 


B 


Figure  17. 


Daily  Comparison  of  Advertising. 
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Monthly  Comparison  of  Advertising. 


Comparative  Summary  of  Advertising 

THE  problem  of  the  average  business  manager  is  to  get  complete  information  about 
his  own  paper  and  his  competitors  without  bothering  with  a  lot  of  details  himself. 
This  is  where  a  Burroughs  helps  him. 

A  clerk  can  take  the  machine  and  run  through  the  latest  issue  of  your  paper,  se- 
curing the  total  lines  or  inches  carried  under  each  classification — Display,  Classified. 
Readers,  and  Local  and  Foreign. 

This  clerk  can  then  list  on  the  same  sheet  these  statistics  regarding  your  competitive 
papers.  These  sheets  can  be  filed  in  a  loose  leaf  binder.  At  the  end  of  the  month 
each  day's  totals  can  be  run  off  on  a  monthly  summary  sheet. 

These  sheets  can  be  filed  as  permanent  records  and  will  be  found  most  valuable  as  a 
matter  of  reference. 

The  forms  shown  above  (Figures  17  and  18)  are  very  much  reduced  owing  to  lack  of 
space.  These  forms  can  be  made  as  wide  as  you  desire,  the  Burroughs  carriage  accom- 
modating sheets  up  to  eighteen  inches  in  width. 

The  use  of  a  Burroughs  Duplex  machine  enables  you  to  list  the  local  advertising  in 
the  upper  counter  and  the  foreign  advertising  in  the  lower  counter,  so  that  you  need 
go  through  the  paper  only  once  for  each  general  classification.  You  can  secure  sepa- 
rate totals  of  the  local  and  foreign  advertising  under  each  head,  also  a  grand  total. 


*' UNIFORM L  Y  USEFUL  IN 
MANY  DEPARTMENTS'* 

Findlay.  Ohio,  July  25, 1912. 

WE  find  the  Burroughs  uniformly 
useful  in  many  departments. 

Our  cashier,  of  course,  uses  it  in  the 
same  manner  and  for  the  same  pur- 
pose that  a  cashier  or  accountant  in 
any  other  line  of  business  would.  In 
addition  to  that  use  however,  we  find 
it  convenient  for  casting  up  the  num- 
ber of  inches  of  advertising  a  customer 
may  have  used  on  his  contract  during 
any  given  period,  for  totaling  up  the 
number  of  inches  used  monthly  by 
advertisers  in  making  up  their  month- 
ly statements,  footing  up  our  semi- 
annual invoices,  which  can  be  done 
directly  from  the  ledger,  thus  saving 
the  work  and  trouble  of  listing  the 
various  amount  on  separate  sheets, 
and  in  many  other  ways. 

One  of  the  most  valuable,  although 
less  frequent  uses,  is  on  election  night 
in  footing  up  election  tables.  We  are 
now  able  to  give  totals  the  next  morn- 
ing whereas  before  we  never  attempted 
to  do  so  until  the  second  morning. 

THE  FINDLAY  PUBLISHING  CO, 


''INDISPENSABLE   AND 
CONSTANTLY  IN  USE'* 

Toledo,  Ohio,  June  24,  1912. 

THE  Burroughs  is  almost  indispens- 
able in  our  office.  The  two  ma- 
chines we  have  are  almost  constantly 
in  use,  but  the  following  are  the  more 
important  uses. 

In  our  classified  department,  we 
list  each  account  in  detail  and  at  the 
end  of  the  month  the  total  is  posted 
to  our  classified  advertising  income. 
The  same  is  true  with  our  circuation 
department,  and  the  records  so  made 
are  on  a  special  form  which  we  have, 
and  when  completed  at  the  end  of  the 
month  are  filed  as  a  permanent  record. 
We  also  use  the  Burroughs  for  listing 
and  footing  monthly  balances  of  all 
ledgers.  This  is  also  done  on  a  special 
form  which  becomes  a  permanent 
record.  All  bank  deposit  slips  are 
made  up  on  the  Burroughs.  In  our 
advertising  department  we  use  the 
machine  eacn  month  in  proving 
monthly  charges  on  advertising  space. 
We  also  use  the  Burroughs  for  com- 
piling election  returns. 

THE  TOLEDO  BLADE  COMPANY 
Pfr  F.  E.  Cotfrell,  r.  P. 


Burroughs  Bookkeeping  Machines 
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The  AMERICAN  BOY—Detml  Gash  Recsoro 


Figure  19. 


Facsimile  of  Sheet  used  by  American  Boy  for  Recording  Cash  Remittances. 
(^Actual Size,  14  x  17  inches). 


The  Burroughs  and  the  Magazine 


IN  a  publishing  house,  receiving  many 
remittances  for  subscriptions,  adver- 
tising, premiums,  etc.,  each  day,  the 
problem  of  quickly  and  accurately  securing 
a  cash  balance  is  a  most  important  and  oft- 
times  difficult  one. 

The  sheet  reproduced  shows  the  system  in 
use  by  the  American  Boy  and  this  is  similar 
to  the  one  used  by  many  other  publishers. 

As  the  mail  is  opened  the  clerk  marks  on 
the  letter  or  envelope  accompanying  each 
remittance,  the  amount  and  source  (whether 
advertising,  subscription,  premium,  etc.) 

The  bookkeeper  takes  these  letters  and 
posts  from  them  to  her  journal  as  shown 


above.  She  totals  all  her  postings  on  the  Bur- 
roughs at  the  end  of  the  day,  securing  separate 
totals  of  the  various  columns  (advertising, 
subscriptions,  etc.)  and  a  grand  total. 

The  cashier  also  runs  off  on  the  Burroughs 
a  list  in  duplicate  of  all  cash,  checks  money 
orders  and  stamps  received.  This  list  is 
the  bank  deposit  slip  and  this  total  must 
equal  the  bookkeeper's  total  of  postings. 
Thus  the  work  is  proved  daily. 

When  you  consider  that  in  the  busy  season 
there  will  be  sometimes  a  dozen  or  more  of 
these  large  14  x  17  sheets  to  total,  you  can 
see  how  much  labor  and  error  the  Burroughs 
saves. 


Totaling  Circulation 

'  I  *HE  Ohio  Farmer,  published  by  the 
*■  Lawrence  Publishing  Co.,  of  Cleve- 
land, uses  the  Burroughs  for  running  off  their 
circulation  totals. 

Their  mailing  list  is  arranged  by  cities  and 
towns.  One  clerk  will  call  off  the  totals  in 
the  different  towns  or  sections  of  towns  and 
the  other  lists  the  amounts  on  the  Burroughs. 
A  total  is  secured  in  less  than  half  the  time 
required  to  do  this  work  mentally. 

Separate  totals  can  be  taken  for  different 
sections  of  the  country.  This  is  a  big  help 
where  an  advertiser  wants  to  know  at  once 
what  is  your  circulation  in  a  certain  group 
of  counties  or  towns. 

"USE  IN  MANY  DIEFERENT  WAYS" 

These  prominent  publishers  find  the  mechanical 
method  of  compiling  figures  most  satisfactory. 

Springfield,  Mass.,  June  10,  1912. 
'pHE  Burroughs  Adding  Machines  have  been  very 
satisfactory  and  very  useful  in  our  business 
We  use  them  wherever  adding  or  compiling  of 
figures  is  to  be  done;    also  to  list  our  cash  receipts  as 
received  through  the  mail.     They  are  so  useful  to  us 
and  are  used  in  so  many  different  ways  that  it  is  al- 
most impossible  to  cover  the  ground  thoroughly. 
PHELPS  PUBLISHING  CO. 

H.  S.  Williams,  .iss't  Treas. 

Total  of  Space  Carried 

THE  American  Boy  uses  the  Burroughs  to  add  up 
the  number  of  lines  carried  in  each  issue.  They 
simply  take  a  copy  of  the  paper  and  run  through  it, 
listing  the  space  occupied  by  each  ad.  They  also  run 
off  a  list  showing  the  amounts  paid  for  each  ad.  thus 
gettin-:^  the  total  returns  from  any  issue. 

A  comparative  statement  can  be  made  up  easily  by 
taking  the  competitive  magazine  and  listing  on  the  ma- 
chine the  amount  of  space  they  carry-— then  doing  the 
same  with  your  own  paper.  This  is  information  you 
will  often  want  and  a  clerk  with  a  Burroughs  can  secure 
it  at  a  moment's  notice. 
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Figurf  20.  The  Phelps  Publishing  Company,  of  SprlnK^eld, 
Mass.,  uses  this  form  in  making  up  its  daily  list  of  mail  re- 
ceipts. The  amounts  enclosed  in  the  (iifferent  letters  are 
marked  on  the  corners  of  the  letters  and  posted  from  there  to 
the  Cash  Book. 

The  cashier  inserts  this  sheet  in  the  machine  and  runs  off 
the  totals  of  stamps,  cash,  money  orders,  checks,  etc.,  from  the 
currency  it.self.  The  bookkeeper  u.ses  the  reverse  side  of  the 
same  sheet  to  list  his  receipts  as  marked  on  the  corners  of  the 
letters.  This  total  must  agree  with  the  cashier's  total.  It  must 
also  agree  with  the  total  postings  to  the  cash  book.  Thus  the 
work  is  proved  absolutely     {Actual  stzt  of  form  8  1-2  x  //,) 
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Home  of  the  Curtis  Publishim;  Company.  Philadelphia 


Curtis  Publishing  Company  Describes  Its  Many 
Uses  of  the  Burroughs 

Tlie  Curtis  Publishit.^  Company  uses  over  twenty-five  BiirrouKhs  machines 
at  its  home  office  and  in  its  diRerent  branches.  These  machines  range  in  size 
from  six  to  fifteen  columns.  They  include  some  of  the  first  motlels  ever 
built  and  many  of  the  Burroughs  with  all  latest  improvements.  The  letter 
whicli  follows,  explains  better  than  we  can,  a  few  of  the  many  uses  they 
have  found  for  the  Burroughs. 


Philadelphia,  Pa.,  May  21,  1912. 
TN  our  Sales  Division  we  use  two  duplex  machines 
and  several  seven-bank  machines.  These  are 
used  to  list  shipments  made  to  our  agents,  and  it  is 
simply  8  case  of  straight  listing  on  your  standard 
rolls.  A  partial  total  is  drawn  from  time  to  time  and 
a  grand  total  is  taken  at  the  end  of  the  day.  This 
represents  the  entire  number  of  copies  shipped  for 
that  day. 

Mail  Receipt  Division 

In  our  Mail  Receipt  Division  we  use  a  considerable 
number  of  straight  listing  Burroughs.  The  scheme 
here  is  possibly  novel.  Ordinarily  a  mail  order  house 
will  number  its  letters  and  enter  the  names  and  ad- 
dresses of  the  customers  on  a  large  sheet.  There  are 
a  considerable  number  of  columns  to  the  left  of  the 
spaces  reserved  for  the  names  and  addresses.  These 
are  used  in  indicating  the  amounts  received  from  the 
different  remitters. 

This  sheet  serves  two  purposes;  first,  it  balances 
the  detail  record  of  all  classes  of  remittances  against 
the  actual  money  received;  secondly,  it  acts  as  a 
record  in  case  of  future  look-up.  We  have  found  that 
we  can  accomplish  the  same  result  formerly  secured 
by  this  system  by  eliminating  this  sheet  and  by  using 
the  following  method. 

First  we  separate  our  letters  into  packages  of 
fifty  (these  are  generally  first  sorted  into  states, 
towns,   etc.,   but   this   is   simply  an  incident   of  our 


business)  then  we  remove  the  money  and  properly 
mark  the  letters,  leaving  them  in  the  same  order.  At 
this  time  we  sort  the  money  under  the  different 
classes  of  remitter. 

Run  Off  Remittances  by  States 

Now  we  run  the  letters  off  on  the  Burroughs  ma- 
chines by  states,  indicating  by  the  side  of  the  first 
entry  for  each  state  the  name  of  the  state.  Having 
run  all  our  letters,  in  units  of  fifty  on  a  slip,  we  pull 
our  duplex  total  and  repeat  the  same  operation  for 
the  remittances;  running  these  separate,  of  course, 
and  indicating  by  the  first  entry  of  each  amount  M. 
O.,  Ck.  for,  etc.  Then  we  pull  our  total  and  see  if  the 
first  and  second  agree. 

This  gives  us  our  balance.  We  send  the  list  of 
moneys  to  the  Accounting  Department  with  the 
remittances.  This  forms  a  deposit  ticket.  We  send 
the  other  slip  to  the  department  which  is  to  handle 
the  mail  and  it  indicates  beside  each  amount  the 
name  of  the  town  from  which  the  letter  has  come. 
These  are  then  pasted  in  a  book  and  filed. 

Pay  Roll 

In  the  Pay-roll  Division  we  use  the  Burroughs 
duplex,  shuttle  carriage  machine  with  very  good 
effect,  in  running  off  our  pay-roll  sheet.  This,  how- 
ever is  a  scheme  which  I  believe  you  have  used  exten- 
sively before  in  other  places  and  our  method  would 
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probably  have  nothing  of  interest  to  you.  We  take 
a  carbon  copy,  I  might  mention,  of  the  final  column 
of  our  pay-roll  sheet,  which  is  sent  to  the  bank  for 
the  pay-roll  money. 

We  use  a  number  of  Burroughs  and  one  of  your 
small  non-listing  machines  in  our  Statistical  Division. 
These,  however,  for  straight  adding  machine  work 
and  I  do  not  think  the  method  would  be  of  interest. 

We  are  just  introducing  a  system  by  which  we 
expect  to  use  one  of  your  machines  for  the  distribu- 
tion of  our  different  expense  items.  The  scheme  fol- 
lows out  the  Hollerith  principle,  that  is,  all  disburse- 
ment records  will  go  to  the  operator  of  the  Burroughs, 
who  will  create  cards  which  will  show  the  disburse- 
ment number,  amount,  etc.  These  cards  will  balance 
with  the  total  disbursement  for  the  day  and  will  then 
be  sorted  into  classes,  from  which  once  a  month  the 
necessary  detailed  disbursement  records  will  be  taken. 
It  will  be  some  months  before  this  is  worked  out  in 
its  entirety  and  we  can  hardly  say  much  about  it  at 
this  time. 

CURTIS  PUBLISHING  COMPANY, 

^rcoundne  Department, 


Summary  of  Mail  Receipts 

WHERE  a  daily  report  of  receipts  ac- 
cording to  forms  of  remittance  and 
classification  is  desired,  a  sheet  like  Figure 
22  can  be  made  up  easily  on  the  Burroughs. 

All  that  is  necessary  is  for  the  mail  clerk  to 
mark  or  stamp  on  the  letters  accompanying 
remittances — the  amount,  form  and  course 
or  classification.  The  bookkeeper  can  keep 
these  letters  in  separate  divisions  of  a  rack 
and  run  off  this  sheet  at  the  end  of  the  day. 

Each  column — stamps,  money  orders,  etc., 
is  run  off  under  the  heading  "subscriptioni" 
and  a  transfer  total  of  each  taken.  Then  the 
grand  total  of  subscriptions  receipts  is  se- 
cured by  totaling  the  lower  counter.  The  ad- 
vertising and  merchandise  remittances  are 
handled  in  the  same  manner. 

After  this  work  is  finished,  a  recapitulation 
is  made  by  taking  the  totals  of  the  various 
columns  showing  money  orders,  stamps,  cash 
and  checks.  The  sum  of  each  of  these  classes 
of  items  is  printed  as  a  transfer  total.  A  total 
of  the  lower  counter  will  then  give  the  grand 
total  of  receipts  for  the  day.     (See  Figure  21.) 

This  not  only  serves  to  give  an  absolute 
balance  of  cash,  but  gives  the  business  mana- 
ger a  resume  of  the  day's  transactions  which 
is  most  valuable.  These  daily  summaries 
can  be  filed  and  a  monthly  recapitulation 
made  up  in  a  short  time. 


TOTAL.    STAMPS 

6  1 .3  5  f 

TOTAL  MONEY OROCRS 

2  4  8  .1  0  T 

TOTAL    CASH 

8  6 .3  0  T 

TOTAL   CHECKS 

2,2  3  1.8  0  T 

TOTAL    RECEIPTS 

2,  6  2  7 .5  5  2£ 

1-igure  21,     This  is  the  recapitulation  of  sheet  shown  below.  Figure 
22.       It   is  run    in  the   lower   right  hand  comer  of  the  big    sheet. 
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Figure  22.    Daily  Summary  of  Mail  Receipts.     (Actual  Site,  12  inches  by  16  inches.) 


Burroughs  Bookkeeping  Machines 
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Some  Short  Cuts  in  Routine  Work 


LACK  of  space  has  prevented  us  from 
describing  the  many  ways  the  Bur- 
roughs helps  printers  and  publishers 
in  their  daily  routine  accounting  and  detail 
work.  These  uses  are  more  or  less  general  to 
all  lines  of  business,  so  we  will  only  briefly 
outline  them  here.  We  have  a  gentral  folder, 
which  thoroughly  explains  how  Burroughs 
machines  save  time  in  handling  this  routine 
work  which  we  shall  be  glad  to  send  you 
if  you  will  write  us  for  it. 

Taking  the  Trial  Balance 

PROVING  that  the  postings  are  correct 
with  the  aid  of  a  Burroughs,  a  trial 
balance  can  also  be  secured  with  the  aid  of  the 
machine  the  very  first  time.  To  do  this  only 
takes  half  as  long  as  it  did  formerly  just  to 
write  down  the  items  by  hand. 

There  are  several  accurate  and  labor  saving 
methods  of  taking  a  trial  balance  with  a  Bur- 
roughs, all  of  which  are  fully  explained  in  the 
Burroughs  General  Folder. 

"NECESSITY  IN  ANY  NEWSPAPER 
OFFICE  " 

Michi)^n  newspaper  could  dispense  with  almost 
anylhiiiif  in  oificc   in  preference  to    Burroughs. 

Adrian,  Mich.,  June  4.  1912. 

WE  would  dispense  with  almost  anything  in  the 
office  in  preference  to  our  Burroughs.  It  is  a 
seven  column  machine  and  we  have  used  it  for  about 
five  years. 

We  have  used  it  for  a  great  variety  of  purposes,  as 
our  regular  office  work  includes  a  great  many  tabula- 
tions of  figures.  Our  cash  book  is  subdivided  in 
about  twenty  coluinns,  and  we  also  have  a  detailed 
report  of  advertising  every  day,  divided  into  about 
twelve  columns,  besides    detail   circulation   reports. 

At  the  end  of  each  month  of  course  there  is  a  large 
amount  of  additional  work  for  the  machine,  besides 
numerous  tabulations  required  on  the  editorial  side. 
The  latter  are  particularly  in  evidence  in  handling 
the  news  of  elections  when  it  would  be  almost  im- 
possible to  get  along  without  it. 

It  seems  to  me  the  machine  would  be  desirable  and 
economical  in  the  average  weekly  newspaper  office 
and  I  regard  it  as  a  necessity  in  any  daily  office. 
Stuart  H.  Perry,  nuhli^lu-r 

ADRIAN  DAILY  TELEGRAM. 

A  Check  on  Petty  Cash 

'  I  ^HE  handling  of  small  expenditures,  such 

-^  as  stamps,   carfare,   charity,    messenger, 

drayage,  etc.,  occasions  much  bother  and  in- 


volves considerable  bookkeeping  unless  this 
work  is  properly  handled. 

The  Burroughs  Imprest  Cash  System  is 
being  adopted  by  hundreds  of  business  houses. 
The  plan  is  to  draw  a  check  for  "Cash"  to 
cover  the  probable  expense  for  a  week.  This 
cash  is  placed  in  a  drawer  from  which  is  paid 
all  such  items  as  it  is  desired  to  handle  in  this 
manner.  A  memorandum  is  made  out  for 
each  item  as  it  is  paid  and  placed  in  an  en- 
velope prepared  for  this  purpose.  At  the  end 
of  the  week  all  memorandums  are  removed 
and  assorted  under  the  headings  to  which  the 
items  should  be  charged.  The  envelope  is 
then  inserted  in  the  machine  and  the  different 
items  listed  under  the  proper  headings.  The 
totals  under  the  different  headings  will  show 
the  entire  amount  paid  out. 

A  new  check  is  drawn  for  the  amount  paid 
out,  thus  replenishing  the  fund  to  the  original 
amount.  The  bookkeeper  then  makes  en- 
tries, charging  the  various  accounts  with  the 
amounts  paid  out. 


Proving  the  Ledger  Postings 

'T~'HE  Burroughs  proof  of  posting  gives  the  book- 
-'■  keeper  absolute  assurance  that  every  posting 
made  is  correct,  and  saves  time  and  overwork  on  the 
trial  balance. 

As  each  amount  is  posted,  a  colored  marker  is 
dropped  in  the  ledger  and  left  projecting  slightly  to  in- 
dicate the  location  of  the  account.  When  the  last  item 
has  been  posted,  the  bookkeeper  goes  back  over  the 
ledger,  opening  at  the  pages  indicated  by  the  projecting 
markers,  and  lists  and  adds  on  the  Burroughs  the  posted 
items.  This  list  is  then  compared  with  the  total  of  the 
amounts  as  taken  from  the  sources  of  original  entry. 
If  the  two  totals  agree,  the  bookkeeper  is  assured  posi- 
tively of  the  accuracy  of  his  posting. 

By  obtaining  this  proof  each  day  (or  each  week  if 
the  number  of  postings  does  not  warrant  a  daily  proof) 
a  correct  trial  balance  at  the  month's  end  is  assured. 


Making  Bank  Deposit  Slips 

TH  E  adding  machine  is  a  great  convenience  for 
making  out  the  bank  deposit  slip,  especially 
when  the  deposit  contains  a  large  number  of  items  or 
where  a  duplicate  slip  is  retained  for  an  office  record. 
If  a  duplicate  of  the  deposit  slip  is  required  use  carbon 
paper  same  as  with  a  typewriter. 

This  is  fully  illustrated  and  described  in  the  Bur- 
roughs General  Folder,  a  copy  of  which  will  be  sent 
you  on  request.  This  also  shows  how  the  bank  book 
may  be  quickly  and  accurately  balanced  by  the  use  of 
a  Burroughs. 


Multiplying  by  1.00 
"      .10 


Multiplying  by    .06 


3,4 
3 


^ 


3,  9  5  5  i  d  -^ 


0 
6 

( 


Figure  23.    Method  of  multiplying  on  Burroughs, 
point  is  indicated  by  punctuation  of  machine. 


A  Quick  Way  to  Arrive  at  the 
Cost  of  Stock 

^NE  of  the  most  laborious  processes  printers  have 
^^  to  go  through  is  figuring  the  price  of  an  odd  num- 
ber of  sheets  of  stock,  when  all  they  know  is  the  price 
per  pound  or  the  price  per  ream. 

This  is  a  very  easy  process  with  a  Burroughs.  When 
you  have  your  price  per  ream,  divide  it  by  five,  this  will 
give  you  the  cost  of  100  sheets.  Then  divide  the  num- 
ber of  sheets  used  by  100,  multiply  these  two  quotients 
together  and  you  will  get  the  price  of  the  number  of 
sheets  which  have  been  used  on  the  job  in  question. 

These  can  be  multiplied  together  within  a  very  few 
seconds  on  the  adding  machine.  For  instance,  the 
price  per  ream  is  $5.80  and  you  wish  to  arrive  at  the 
cost  of  341  sheets.  »5.80  divided  by  5  is  $1.16.  341 
divided  by  100  is  3.41  X  1.16=$3.96  the  cost  of  341 
sheets.     See  Figure  23. 

This  result  is  secured  by  placing  the  decimal  point 
between  the  fifth  and  sixth  columns  on  the  Burroughs 
in  order  to  carry  out  the  muhiplication  and  fotlowiniE 
out  the  usual  process  for  muhiplying.  We  shall  be  glad 
to  send  you  literature  fully  explaining  this  process  on 
request. 

Checking  Invoices  by  Machine 

TN  the  printing  and  publishing  business,  many  in- 
■'■  voices  are  received  each  day.  One  of  the  things 
a  business  man  hates  most  to  do,  unless  he  uses  the 
Burroughs,  is  to  check  over  these  invoices.  The  work 
always  seems  to  come  in  right  when  you  are  busy  with 
other  matters.     Yet  it's  too  important  to  slight. 

The  Burroughs  mechanical  method  of  checking  in- 
voices enables  you  to  do  this  work  in  one- third  the  time 
required  by  mental  methods,  furthermore,  it's  abso- 
lutely accurate.  There  is  no  need  to  go  back  and 
check  it  over  again. 

On  a  Burroughs  Duplex  (two  sets  of  adding  wheels) 
you  can  take  an  invoice  containing  several  different 
items  and  prove  each  separate  item  and  at  the  same 
time  accumulate  in  the  lower  counter  the  total  of  all 
items  on  the  invoice. 


Stereotyping   Hla.nt  of  the   Detroit  Journal,  Detroit,  Michigan 


Bindery  of  the  Stone  Printing  &  Manvfacturing  Co..  Roanoke,  Va. 
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For  Printers  and  Publishers 


STATEM  ENT 


Bakem  Bros  Ekgw^/iinig  Ca 


(S^^^B^ 


1216    HOWARD  ST. 


Jones-Smith   Co. , 
Omaha . 


EB. 


JUN  4-1912 


Monthly   Statements 

A  I-U  firms  desire  tliaf  monlhly  state- 
ments be  sent  out  as  early  in  the 
mouth  as  possible,  as  a  day  gained  on 
this  work  means  more  prompt  collec- 
tions and  additional  time  to  devote  to 
other  important  work  demanding  at- 
tention at  the  same  time  in  the  month. 

The  Baker  Brothers  F^ngraving  Com- 
pany of  Umaha,  Nebraska,  use  our 
No.  U  S'ngle  Key  Statement  machine 
for  handling  this  work.  This  saves 
much  time  and  also  adds  greatly  to  the 
general  appearance  of  their  statement. 

We  publish  a  book  on  the  subject  ol 
monthly  statements  which  we  will  be 
glad  to  send  to  you  upon  request. 
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Burroughs  Duplex — One  Machine  That  Works  Like  Two 


THE  Duplex 
Model  is 
equipped  with 
two  sets  of  add- 
ing wheels  to 
a  c  c  u  m  u  late 
two  separate 
totals  at  the 
same  time. 
When  the 
"Control  Lev- 
er," which  i  s 
located   at  the 


left  side  of  the 
keyboard,  is  in 
the "upper 
counter"  p  o- 
s  i  t  i  o  n  items 
may  be  accum- 
ulated in  the 
upper  set  of 
adding  wheels. 
When  in  the 
"lower  count- 
er" position 
the  items  are 
a  ccumula  ted 
in  the  lower 
set  of  adding 
wheels. 


(6,     6    ^© 
4     ^O 


THIS  machine  is  particularly  adapted  to 
the  needs  of  printers  and  publishers.  It 
is  capable  of  doing  three  distinct  classes  of 
work. 

First:  It  can  list  and  add  items  like  the 
regular  Burroughs,  taking  totals  and  sub- 
totals. 

Second :  It  can  list  and  add  groups  of  items, 
print  the  total  for  each  group,  and  then  give 
a  grand  total  of  all  the  groups. 

Third:  It  can  list  and  add  two  sets  of  items 
in  one  column  or  in  separate  columns,  each 
of  which  can  be  accumulated  into  a  total 
equal  to  the  full  capacity  of  the  machine. 

For  instance,  the  printer  can  list  his  charge- 
able hours  in  the  upper  set  of  adding  wheels 
or  counter  and  the  non-chargeable  in  the  lower 
counter,  securing  separate  totals  of  each  and 
a  grand  total.  (See  page  5,  Figures  3  and  4). 

The  newspaper  man  can  use  the  upper 
counter  for  listing  local  and  the  lower  counter 
for  listing  foreign  advertising. 

The  magazine  publisher  can  use  the  upper 
counter  for  listing  subscription  receipts,  the 
lower  for  listing  advertising  receipts. 


SA  VES  HALF  DA  Y  ON  STA  TEMENTS 

Would  not  part  with  Burroughs  under  any  con- 
sideration.     Pays  for   itself  in  tlie  time  saved. 

Omaha,  Neb.,  June  4,  1912. 

ONE  of  our  principal  uses  of  the  Burroughs  is 
the  making  of  our  monthly  statements,  samples 
enclosed  herewith.  We  find  this  a  great  help  in  the 
making  of  the  statements,  as  the  work  that  used  to 
require  a  full  day's  time,  can  now  be  done  in  the  fore- 
noon. We  find  this  convenient  in  adding  our  sales 
and  making  footing  in  cost  book  and  other  uses. 

We  haven't  any  special  use  for  the  machine,  but 
simply  use  it  in  our  regular  every  day  work,  which  we 
find  a  great  help.     We  have  the  new  electric  and  do 
not  want  to  part  with  it  under  any  consideration. 
BAKER  BROS.  ENGRAVING  CO. 

Taking  Inventories 

TT  is  important  in  the  printing  and  pub- 
•^  lishing  business  that  an  inventory  be  taken 
at  least  once  a  year. 

The  drudgery  is  eliminated  from  inventory 
time  when  a  Burroughs  is  used  for  calculating 
the  extensions  and  making  all  footings.  You 
will  find  machine  methods  will  give  you  ac- 
curate results  in  less  than  half  the  time  and 
save  great  mental  strain. 

Burroughs    Calculatingf 
Machine  Non-Listing 

WHERE  you  have  a  lot  of  computations 
to  do,  multiplying  time  by  amounts, 
etc.,  the  Burroughs  calculating  machine  is  a 
great  aid,  performing  all  kinds  of  mathema- 
tical calculations  with  speed  and  accuracy. 
It  does  not  print  the  figures  but  the  result 
of  any  operation  is  always  plainly  visible  on 
the  adding  wheels.  Merely  depressing  a  key 
causes  the  amount  to  be  added.  The  handle 
is  used  only  to  reset  the  dials  to  zero. 

fVHAT  A  GEORGIA  PRINTER  AND 
PUBLISHER  WRITES 

First  regarded  Burroui.'hs  ;is  a  luxury. 
Time  has  proven  its  great    usefulness. 

Albany,  Ga.,  July  6,  1912- 
\X7HEN  we  installed  our  Burroughs  Adding  Ma- 
"^  '  chine  some  three  years  ago,  we  regarded  it  more 
as  a  luxury  than  a  necessity  in  our  office,  lacking  the 
experience  which  has  since  shown  us  the  many  profit- 
able uses  to  which  this  machine  can  be  put. 

We  use  the  Burroughs  in  so  many  ways  that  it 
would  be  difficult  to  enumerate  them  all.  In  our 
general  bookkeeping  work,  the  machine  is  invaluable. 
We  use  it  also  for  figuring  the  amount  of  advertising 
space  carried  in  our  paper,  in  figuring  the  circulation 
and  in  figuring  the  pay-rolls.  We  also  use  the  Bur- 
roughs in  making  up  our  deposit  slips. 

Just  now  we  have  an  expert  from  the  United 
Typothetae  of  America  installing  a  Cost  System  in 
our  plant.  This  system  requires  a  considerable 
amount  of  figuring  in  order  to  give  us  the  hour  cost 
of  production  in  our  printing  and  newspaper  depart- 
ments. The  Burroughs  Adding  Machine  is  proving 
very  valuable  in  this  important  work. 

The  Burroughs  Adding  Machine  has  always  given 
us  splendid  satisfaction,  and  we  would  hate  to  have 
to  run  our  office  without  it. 

HERALD  PUBLISHING  CO. 

/iy  J-  A.  Davis,  A'tis.  Afgr. 


Plant  or  Maech  Brothers,  Lebanon,  Ohio 
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Advertising  and  Accounting  Department.     The  Toledo  Blade,  Toledo,  Ohio 

How  to  Find  Out  What  a  Burroughs 
Will  Do  For  You 

The  best  way  for  the  business  man  to  find  out  how  any  new  method  or  labor-saving 
appliance  will  help  him,  is  by  actually  tryinjf  It  out  in  connection  with  the  work  to  be  done. 
In  this  way  there  is  no  chance  of  a  mistake.  The  results  are  known  beforehand. 
The  Burroughs  policy  is  to  give  the  business  man  a  thorough  trial  of  the  Burroughs 
machine  in  his  own  office  and  to  demonstrate  thoroughly  just  what  it  will  do  for  him. 


IN  this  folder  we  have  tried  to  give  you  an  idea 
of  some  of  the  ways  Burroughs  Bookkeeping 
Machines  are  being  used  by  printers  and 
publishers  with  a  saving  of  time  and  increase  of 
efficiency. 

We  would  be  glad  to  have  you  write  us  the 
details  of  your  particular  accounting  problems,  so 
that  we  may  make  a  study  of  them,  and  outline 
methods  by  which  other  printers  and  publishers 
are  meeting  these  same  conditions.  In  the 
preparation  of  this  folder  we  have  visited  the 
plants  of  many  of  the  best  known  printers  and 
publishers  in  various  sections  of  the  country  and 
have  naturally  collected  a  great  deal  more  data 
than  we  could  possibly  reproduce  here.  This 
data  and  the  services  of  our  System  Service 
department  are  yours  for  the  asking.  This  entails 
no  obligation  or  expense  to  you. 

When  you  have  looked  into  the  matter  you 
may  wish  to  try  the  machine  and  the  short  cut 
ideas  in  your  own  office.  It  is  only  in  this  way 
that  you  can  judge  how  much  or  how  little  it 
will  free  you  and  your  office  assistants  from  the 
drudgery  of  mental  calculation. 

Machines  are  available  in  seventy-five  branch 
offices  and  at  your  request,  one  will  be  delivered 
to  you,  express  paid  and  without  obligation  on 


your  part.  If  you  wish  it,  a  Company  representa- 
tive with  knowledge  of  the  simple  and  economical 
handling  of  office  detail,  will  explain  how  the 
machine  may  be  adapted  to  your  present  work. 
Should  you,  after  investigation  decide  not  to 
purchase  at  present,  the  machine  will  be  returned 
to  our  branch  office,  all  expense  being  ours,  and 
we  will  feel  under  obligation  to  you  for  having 
examined  it.  Again  at  a  later  time  if  you  wish, 
when  there  is  a  rush  of  work,  a  machine  can  be 
submitted  for  your  use,  and  possibly  with  the 
knowledge  gained  by  its  previous  use  you  may 
find  the  need  for  it  in  your  business. 

The  Burroughs  Inspection  Service 

The  life  of  any  machine  depends  largely  upon  the  care 
that  is  taken  of  it.  While  Burroughs  Machines  will  last  a 
business  lifetime,  they  should  be  oiled  and  cleaned  and 
looked  over  regularly  to  insure  maximums  ervice. 

Service  Stations  are  located  in  all  parts  of  the  United 
States  and  Canada  where  railroad  facilities  enable  the 
traveling  inspectors  to  cover  all  adjoining  territories  with- 
out delay  in  case  of  emergencies.  For  example ;  assume 
that  your  machine  met  with  an  accident.  A  phone  call  to 
one  of  our  nearest  Service  Stations  would  bring  an  inspec- 
tor to  you  without  delay,  and  if  necessary  a  new  macliine 
for  you  to  use  until  yours  could  be  again  placed  in  working 
order.  For  such  service  the  Burroughs  Adding  Machine 
Company  spends  $300,000  annually  and  the  value  of  this 
service  to  you  cannot  be  overestimated. 
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lUuBlration  (roin  colored  print— "The  Ripening  Wheatfield,"  by  H.  V.  Volkman.     Reproduced  from  Rhine  Prints  by  permission  of  Atkinson,  Meatier  &  Grover,  Publishers,  New  York. 


Burroughs  Adding  and  Listing  Machine 


THE  above  illustration  shows  a  machine  with  nine  columns  of 
keys  having  an  adding  and  listing  capacity  of  9,999,999.99 
and  with  a  printing  carriage  12j"  wide.  Machines  are 
made  in  different  sizes  with  six,  seven,  nine,  eleven,  thirteen, 
fifteen  and  seventeen  columns  of  keys.  Printing  carriages  are 
built  to  accommodate  paper  2^",  lOj",  12i"  and  18"  wide. 
Built  with  electric  drive  if  desired.  Can  be  equipped  for  adding 
and  listing  dollars  and  cents — feet  and  inches — fractions  of  \,  J, 


A,  ^1  vt — hours  and  minutes — tons  and  hundred  weights — dates 
and  amounts.  May  have  split  and  normal  device  for  dividing  key- 
board into  two  or  more  sections,  for  adding  and  listing  two  or 
more  sets  of  figures  at  one  operation.  Can  be  equipped  with  shuttle 
or  cross  tabulating  carriages  for  automatically  listing  and  adding 
across  a  sheet  or  form  in  two  or  more  columns.  May  be  built 
with  two  sets  of  total  wheels,  to  accumulate  two  separate  totals  at 
the  same  time.    Will  print  one  or  more  carbon  copies  as  desired. 


Issued  by  the 

Department  of  System  Service 

Burroughs  Adding  Machine  Company 

Detroit,  Michigan 

U.S.A. 
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photograph  from  L.  O.  Ilickok  &  Son.  Enknneers  and  Contraclors,  Minneapolis.  Minn. 


The  Burroughs  in  the  Grain  and  Hay  Business 


Showing  the  use  of  the  adding  machine  for 

Figuring  Grain  and  Hay 
Bank  Deposit 
Monthly  Statements 
Inventory 
Checking  Invoices 
Freights 

Recapitulating  Sales 
Decimal  Equivalents 
Checking  Hay  as  Loaded 
Tallying  Hay  as  Unloaded 


IT  is  not  expected  that  all  grain  and  hay  dealers,  mills 
and  elevators  can  apply  all  of  the  above  uses  of  a  ma- 
chine in  their  work.  Those  engaged  in  handling  grain 
through  its  various  stages  must  of  a  necessity  have  different 
methods  of  making  records  and  handling  details  from  the 
time  products  are  delivered  by  the  farmer  until  delivered 
to  the  grocer  in  the  shape  of  Flour,  Meal,  etc.,  or  to  the 
great  ocean  liner  for  export. 

The  majority  of  the  uses  mentioned,  however,  are 
applicable  alike  to  the  work  of  the  small  buyer  who  pur- 
chases from  the  farmer,  the  large  elevator  where  grain  is 
held  for  sale  or  reshipment,  the  small  mill  that  is  local  in  its 
service,  the  large  mill  that  makes  flour  for  consumption 
at  home  and  abroad,  the  exporter,  the  floating  elevator, 
in  fact  all  who  have  grain  or  hay  and  accounts  to  keep. 
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KnoxviUe,  Tentt.. 

April  15.  1910. 

Burroughs  Adding  Machine  Co. 

Detroit,  Mich. 
Gentlemen ; 

Acknowledging  receipt  of  your  letter  inquiring  as  to 
the  various  uses  made  in  our  office  of  your  Style  No.  15 
Burroughs  Adding  Machine,  would  say,  we  find  the  machine 
almost  indispensable  to  us. 

We  get  a  considerable  number  of  carloads  of  grain  and 
hay,  and  the  same  is  sacked  and  weighed  into  our  warehouse, 
5  bags  or  bales  at  a  time.   The  adding  up  of  these  numerous 
items  had  practically  been  an  endless  task  until  we  began  to 
add  them  with  a  Burroughs  Adding  Machine;  one  row  of  keys 
being  so  fixed  that  when  depressed  it  stays  down,  for 
instance  the  5  beyond  the  split,  and  then  it  is  only  a 
question  of  putting  down  the  weights,  the  number  of  bales  5, 
repeating  each  time.   We  now  find  that  this  work  is  never 
behind,  but  is  always  kept  right  up  to  date,  and  shortages 
promptly  detected. 

In  addition  to  this  we  buy  largely  from  the  farmer  and 
his  hay  is  weighed  into  our  warehouse,  3  bales  at  a  time, 
and  it  is  an  endless  source  of  satisfaction  to  him  to  have 
handed  to  him  after  completing  the  weighing  of  his  load  a 
ticket  showing  the  weight  of  each  three  bales,  total  number 
of  bales  and  total  weight  of  hay.   We  make  a  copy  of  this 
ticket  in  our  warehouse  book  and  give  the  farmer  itemized 
machine  ticket;  settling  with  him  on  presentation  of  these 
tickets  dated  and  stamped. 

We  also  find  it  a  source  of  satisfaction  to  our 
customers,  to  send  a  similar  ticket  when  we  sell  say  a 
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How  the  Price  of  Grain  and  Hay  may  be  Figured 

GRAIN  AND  HAY  DEALERS,  MILLS,  ELEVATORS,  ETC.,  ARE  CONTIN- 
UALLY HANDLING  PROBLEMS  THAT  INVOLVE  THE  CALCULATION 
OF  THE   PRICE  ON   SO   MANY   POUNDS  AT  SO   MUCH   PER  BUSHEL 


THE  method  of  figuring  the  price  of  grain  by  reduc- 
ing the  number  of  pounds  to  bushels  and  multiply- 
ing this  by  the  price  per  bushel  makes  necessary 
two  operations.  By  using  the  tables  on  pages  5,  7,  9  &  11 
all  of  these  calculations  may  be  reduced  to  one  operation 
and  the  work  handled  rapidly  and  accurately  on  the 
Burroughs. 

These  tables  are  arranged  to  handle  Wheat,  or  other 
articles  weighing  60  pounds  to  the  bushel,  at  from  .60  to 
$1,293^  per  bushel.  Oats  (32  pounds  to  the  bushel)  .20  to 
.89%  per  bushel;  Corn,  Rye,  Flax.  etc.  (56  pounds  to  the 
bushel)  .30  to  .99%  per  bushel;  Barley  (48  pounds  to  the 
bushel)  .40  to  $1.39^  per  bushel;  Potatoes  (60  pounds  to 
the  bushel)  .25  to  .641^,  Hay  $5.00  to  $24.75  per  ton. 

The  figures  in  the  first  column  of  the  table  represent  the 
price  per  bushel  and  the  figures  in  the  second  column,  the 
constant  (or  price  per  100  lbs.)  The  number  of  pounds 
of  grain  or  hay  multiplied  by  this  constant  and  pointed 
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livery  stable  100  "bales  of  hay.  This  gives  them  an  itemized 
ticket  with  each  load,  and  gives  them  an  opportunity  of 
checking  and  finding  discrepancy  upon  arrival  of  hay. 

In  addition  to  these  uses,  we  use  your  yellow  ticket 
system  of  checking  our  day  "book  or  our  scratch  book  with  the 
ledger ;  thus  assuring  ourselves  that  every  charge  has  been 
correctly  posted,  as  the  total  charges  on  the  day  book  must 
tally  with  total  charges  posted  into  the  ledger. 

We  also  make  off  all  our  deposit  slips  going  to  the 
bank  on  the  adding  machine.   We  find  this  a  great  con- 
venience to  ourselves  and  appreciated  by  the  bank.   In 
periods  when  the  bank  is  rushed  we  take  notice  they  hardly 
ever  take  time  to  add  our  deposit,  but  Just  enter  it  into 
our  book  after  noticing  that  the  clearing  star  is  correctly 
put  on  the  deposit  slip. 

We  also  have  our  statements  printed  in  rolls,  and  all 
our  monthly  statements  are  made  off  on  the  adding  machine. 
This  we  find  is  convenient  to  our  customers  and  apparently 
appreciated  by  them,  it  eliminating  any  question  as  to  poor 
figures  and  our  accuracy  in  additions;  but  better  than  all 
the  above,  we  have  found  the  uses  of  the  machine  the  best 
in  checking  over  our  ledgers  and  day  book  work.  Did  we  not 
know  that  no  one  is  proof  against  errors,  we  would  hesitate 
in  saying  to  you,  that  by  going  over  our  ledger  work  for 
several  years  back,  we  have  found  and  collected  practically 
enough  errors  against  the  firm  to  pay  for  the  machine. 

We  feel  that  we  cannot  say  anything  too  strong  in  the 
praise  of  Burroughs  Adding  Machine,  and  would  not  take 
anything  for  the  one  we  have,  could  we  not  get  another. 

Yours  truly, 

LEWIS   &   ADCOCK. 
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Example  One 


off  to  the  proper  number  of  decimal  places,  (two  more 
than  are  in  the  multiplier),  will  give  the  value  of  the  grain 
or  hay  in  dollars  and  cents. 

Take  for  instance  6345 
pounds  of  Wheat  at  .903/^  per 
bushel.  Referring  to  the 
table  for  Wheat  we  find  the 
constant  opposite  .903^  is 
1.5021.  The    number    of 

pounds,  6345,  is  set  into  the 
machine.  This  is  multiplied 
by  the  constant  1.5021  and 
the  result  pointed  off  to  six 
decimal  places,  four  for  the 
decimal  places  in  the  constant 
and  two  additional  (because 
this  constant  is  the  price  of 
one  hundred  pounds  of 
Wheat).  The  result  is  $95.31, 
and  the  machine  work  will 
be  as  shown  in  Example  1. 

This  same  table  may  be  used  for  figuring  any  commodity 
having  60  pounds  to  the  bushel. 

The  table  on  page  7  is  used  for  Shelled  Corn,  Rye, 
Flax  or  any  commodity  with  56  pounds  to  the  bushel. 
For  instance  6500  pounds  of  Corn,  Rye  or  Flax  at  .865^8 
per  bushel.  We  find  the  constant  or  price  per  hundred 
pounds  is  1.5468.  In  this  case  it  will  save  time  to  use  the 
constant  as  a  multiplicand  and  the  6500  pounds  as  a  mul- 
tiplier. Set  1.5468  into  the  machine  and  multiply  by  65, 
the  result  will  be  $100.54,  as  we  have  already  taken  off  two 
decimal  places  by  dropping  the 

two   ciphers   following    the    65.  """ 

The   machine  work  will    be    as 
shown  in  Example  2. 

To  figure  hay,  straw  or  any 
commodity  priced  by  the  ton, 
use  the  constants  in  the  last 
column  of  page  11.  In  the 
problem  5470  lbs.  of  hay  at 
$16.50  per  ton,  point  off  two 
places  from  the  number  of 
pounds  to  reduce  to  hundred- 
weight (54.70)  and  multiply  this 
by  the  constant  .825  which, 
pointing  off  to  five  places,  will 
give  the  result  at  $45.13. 

In  case  it  is  desired  to  extend 
these  tables  or  to  make  tables 
for  other  grains,  divide  the  price 
per  bushel  by  the  number  of 
pounds  in  a  bushel.  The  result  will  be  the  proper  con- 
stant for  that  price  or  the  price  per  one  hundred  pounds. 

To  figure  potatoes  at  a  higher  price  than  .64^/^  per  bushel 
as  given  in  that  table,  use  the  table  of  constants  for  wheat 
which  is  also  60  pounds  to  the  bushel. 
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TABLE    SHOWING    PRICE    PER   100    LBS. 

wheat:  60  lbs.  to  the  bushel 


Price  per 

Price 

Price  per 

Price 

Price  per 

Price 

Price  per 

Price 

Price  per 

Price 

Price  per 

Price 

Price  per 

Price 

Bushel 

per  Cwt. 

Bushel 

per  Cwt. 

Bushel 

per  Cwt. 

Bushel 

per  Cwt. 

Bushel 

per  Cwt. 

Bushel 

per  Cwt. 

Bushel 

per  Cwt. 

.CO 

1.0000 

.70 

1.1667 

.80 

1.3333 

.90 

1.5000 

1.00 

1.6667 

1.10 

1.8333 

1.20 

2.0600 

0 

.601^ 

1.0021 

.70H 

1.1687 

.80  H 

1.3354 

.90'^ 

1.5021 

1.00% 

1.6687 

i.iOH 

1.8354 

1.20)4 

2.0021 

0 

.60 'i 

1.0042 

.70 '4' 

1.1708 

.80' 4' 

1.3375 

.904 

1.5042 

1.00', 

1.6708 

1.104 

1.8375 

1.20)^ 

2.0042 

.60H 

1.0062 

.708.^ 

1.1729 

.80?.J 

1.3396 

.90H 

1.5062 

1.00 i 8 

1.6729 

i.iOH 

1.8396 

1.2054 

2.0062 

.SOH 

.60H 

1.0083 
1.0104 

.70!^ 

.70H 

1.1750 
1.1771 

.80  "2 
.80''« 

1.3417 
1.3437 

.90' 2 
.90"; 

1.5083 
1.5104 

1.00'. i 
1.001  ij 

1.6750 
1.6771 

1.10)4 

\.10% 

1.8417 
1.8437 

1.20)4 

\.29% 

2.00S3 
2.0104 

.MM 

1.0125 

.70H' 

1.1792 

.80!4 

1.3458 

.90  4 

1.5125 

1.0034 

1.6792 

1.1034 

1.8458 

\.20% 

2.0125 

.toH 

1.0146 

.70% 

1.1812 

.80K 

1.3479 

.90-8 

1.5146 

1.007^ 

1.6812 

l.lOJi 

1.8479 

1.20K 

2.0146 

.61 

1.0167 

.71 

1.1833  ~ 

.81 

1.3500 

~   .91 

1.5167 

1.01 

1.6833 

\.\i  ~ 

1.8500 

1.21 

2.0167 

1 

.nVs 

1.0187 

.71H 

1.1854 

.8m 

1.3S21 

.91 '8 

1.5187 

1.01 'i 

1.6854 

i.im 

1.85;i 

1-21H 

2.0187 

1 

.6114 

1.0208 

.71  !i 

1.1875 

.8114' 

1.3542 

.91 '4 

1.S208 

1.01' 4 

1.6875 

1.11  W 

1.8542 

1.21M 

2.0208 

.61^ 

1.0229 

.715^ 

1.1896 

■am 

1.3S62 

■913.S 
.911  < 

1.5229 
1.5250 

l.Olfi 
1.01 '5 

1.6896 
1.6917 

l.U% 

1.8562 

1.21  H 

2.0229 

.61 H 

1.0250 

.71 1< 

1.1917 

.81 H 

1.3583 

1.11)^ 

1.8583 

1.21)4 

2.0250 

.61 H 

1.0271 

.715-8 

1.1937 

■»l% 

1.3604 

.91=.^ 

1.5271 

1.01  H 

1.6937 

1.11  H 

1.8604 

1.21^ 

2.0271 

.61 M 

1.0292 

.71 ''4 

1.1958 

.8154 

1.3625 

.9134 

1.5292 

1.01  3  ( 

1.6958 

UUH 

1.8625 

1. 11% 

2.0292 

.nH 

1.0312 

.71 7  » 

1.1979 

.81 J  8 

1.3646 

.91 K 

1.5312 

1.017, 

1.6979 

l.HK 

1.8646 

1-21K 

2.0312 

.62 

1.0333 

.72 

1.2000 

.82 

1.3667 

.92 

1.5333 

1.02 

1.7000 

1.12 

1.8667 

1.22 

2.0333 

2 

.6214 

1.0354 

■Ti-Vi 

1.2021 

.821 5 

1.3687 

.92^ 

1.5354 

1.02' i 

1.7021 

1.12^^ 

1.8687 

1.22)4 

2.03S4 

2 

.62  M 

1.037S 

.72  ^i 

1.2042 

.82  "4 

1.3708 

.92  M 

1.5375 

1.02 '4 

1.7042 

1.124 

1.8708 

1.224 

2.0375 

.62H 

1.0396 

.72H 

1.2062 

.82H 

1.3729 

.92^ 

1.5396 

1-023J 

1.7062 

1.12H 
1.12  J^ 

1.8729 

1.22M 

2.0396 

■S2}4 

1.0417 

.72^^ 

1.2083 

.82  H 

1.3750 

.92)4 

1.5417 

1.02'^ 

1.7083 

1.8750 

1.22)4 

2.0417 

.62 ''g 

1.0437 

.72M 

1.2104 

■S2% 

1.3771 

.9251 

1.5437 

1.024 

1.7104 

1.1254 

1.8771 

1.225^ 

2.0437 

.62^4 

1.0458 

.72?4 

1.2125 

.823/4 

1.3792 

.9234 

1.5458 

1.0234 

1.7125 

1.1254 

1.8792 

1.2234 

2.0458 

.62-8 

1.0479 

.72^ 

1.2146 

.82K 

1.3812 

.92  K 

1.5479 

1.027  8 

1.7146 

1.12K 

1.8812 

1.22K 

2.0479 

.63 

1.0500 

.73 

1.2167 

.83 

1.3833 

.93 

l.SSOO 

1.03 

1.7167 

1.13 

1.8833 

1.23 

2.0500 

3 

.63  H 

1.0521 

.73}^ 

1.2187 

.83' 8 

1.3854 

.931; 

1.5521 

1.03',' 

1.7187 

1.1314 

1.8854 

1.23)4 

2.0521 

3 

.63' 4' 

1.0542 

.73  H 

1.2208 

.83  4 

1.3875 

.93 '4 

1.5542 

1.03', 

1.7208 

1.I3K 

1.8875 

1.23)4 

2.0542 

.63  ?S 

1.0563 

.73H 

1.2229 

.83  J^ 
.83  H 

1.3896 
1.3917 

.93  K 
.93  U 

1.5562 
1.5583 

1.033, 

1.7229 

1.135J 

1.8896 

1.235^ 

2.0562 

.63'^ 

1.0583 

.73  ^^ 

1.2250 

1.03 '4 

1.7250 

1.13)4 

1.8917 

\.23% 

2.0583 

.635^ 

1.0604 

■13% 

1.2271 

■63% 

1.3937 

.93s  j 

1.5604 

1.03=,; 

1.7271 

1.13J^ 

1.8937 

\.2Z% 

2.0604 

.63=4 

1.0625 

.7351 

1.2292 

.83?.i 

1.3958 

.934 

1.5625 

1.03?4 

1.7292 

1-133< 

1.8958 

1.2334 

2.0625 

.63-8 

1.0646 

•WK 

1.2312 

■83% 

1.3979 

.93  7  8 

1.5646 

1.037, 

1.7312 

1.13  J4 

1.8979 

1.2374 

2.0646 

.64 

1.0667 

.74 

1.2333 

.84 

1.4000 

.94 

1.5G67 

1.04 

1.7333 

1.14 

1.9000 

1.24 

2.0667 

4 

.6*H 

1.0687 

.74H 

1.2354 

.84  « 

1.4021 

.94' i 

1.5687 

1.04'^ 

1.7354 

1.14)4 

1.9021 

1.24  J4 

2.06S7 

4 

.64 '4 

1.0708 

.74-4 

1.2375 

.84  K 

1.4042 

.941 4 

1.5708 

1.04 '4 

1.7375 

1.14)4 

1.9042 

1.24)4 

2.0708 

.64  H 

1.0729 

.74H 

1.2396 

■s*% 

1.4062 

.94  J^ 

1.5729 

1.04)8 

1.7396 

1.145^ 

1.9062 

1.24K 

2.0729 

.64'^ 

1.0750 

■74'A 

1.2417 

.M% 

1.4083 

.94''. 

1.5750 

1.04';; 

1.7417 

1.14)4 

1.9083 

1.24)-^ 

2.0750 

.64 ''S 

1.0771 

■i*y. 

1.2437 

.6*% 

1.4104 

.94', 

1.5771 

1.04S 

1.7437 

1.14H 

1.9104 

1.24H 

2.0771 

.64  »4 

1.0792 

.74^ 

1.2458 

.8*H 

1.4125 

.944 

1.5792 

1.0434 

1.7458 

1.1434 

1.9125 

1.245i 

2.0792 

.64j1 

1.0812 

■tm 

1.2479 

.M% 

1.4146 

.94K 

1.5812 

1.04  7  J 

1.7479 

1-I4K 

1.9146 

1.2434 

2.0812 

.65 

1.0833 

.75 

~  1.2500 

.85 

1.4167 

.95 

1.5833 

1.05 

1.7500 

1.15 

1.9167 

1.25 

2.0833 

5 

.65  H 

1.0854 

.7SH 

1.2521 

.85  H 

1.4187 

.951^ 

1.5854 

1.05' S 

1.7521 

1.1514 

1.9187 

1.25^ 

2.0854 

5 

.65 'i 

1.0S75 

.75  !i 

1.2542 

.85  H 

1.4208 

.95 '4 

1.5875 

1.051, 

1.7542 

1.154' 

1.9208 

i.25'4 

2.0875 

.65?  J 
.65  ^^ 

1.0896 

.7SM 

1.2562 

.85M 

1.4229 

.95-M 
■9S'A 

1.5896 
1.5917 

1.053;; 
1.05 'i 

1.7562 
1.7583 

1.1534 
1.15H 

1.9229 
1.9250 

1.255^ 
1.251^ 

2.0896 
2.0917 

1.0917 

.75' 2 

1.2583 

.85 '4 

1.4250 

.65  H 

1.0937 

.75"  S 

1.2604 

■85% 

1.4271 

.9SH 

1.5937 

1.05=5 

1.7604 

1.155^ 

1.9271 

1.2554 

2.0937 

:SiS 

1.0958 

.75?4' 

1.2625 

.85?i 

1.4292 

.955i 

1.5958 

1.053,( 

1.7625 

l.lSJi 

1.9292 

l-25?i 

2.0958 

1.0979 

.75' 8 

1.2646 

.85% 

1.4312 

.95K 

1.5979 

1.05Ji 

1.7646 

1.15  J4 

1.9312 

1.25% 

2.0979 

.66 

1.1000 

.76 

1.2667 

.86 

1.4333 

.96 

1.6000 

1.06 

1.7667 

1.16 

1.9333 

1.26 

2.1000 

6 

.66  <4 

1.1021 

.76 'g 

1.2687 

.86H 

1.4354 

.96)^ 

1.6021 

1.06';; 

1.7687 

1.16)4 

1.9354 

I.26I4 

2.1021 

6 

.66  !i 

1.1042 

.76  "4 

1.2708 

.86 '4 

1.4375 

.96 'i 

1.6042 

1.06 '4 

1.7708 

1.16)ii 

1.9375 

1.264 

2.1042 

■BSH 
.66  H 

1.1062 
1.1083 

■16% 

1.2729 

■66% 

1.4396 

.96-H 

1.6062 
1.6083 

1.06« 

1.7729 

1.16H 

1.9396 

1.26H 

2.1062 

.1614 

1.2750 

.86  H 

1.4417 

.96 1.^ 

1.06'< 

1.7750 

i.l6'A 

1.9417 

1.26H 

2.1083 

.66% 

1.1104 

.16% 

1.2771 

.86  ^^ 

1.4437 

.96=^ 

1.6104 

l.OS-'iJ 

1.7771 

1.1654 

1.9437 

1.2654 

2.1104 

■MH 

1.1125 

.16H 

1.2792 

.863,^ 

1.4458 

.964 

1.6125 

1.0634 

1.7792 

1.I634 

1.9458 

1.263^ 

2.1125 

■M% 

1.1146 

.76-8 

1.2812 

.86  J^ 

1.4479 

.967  s 

1.6146 

1.067j 

1.7812 

1.1675 

1.9479 

1.26K 

2.1146 

.67 

1.1167 

.77 

1.2833 

.87 

1.4500 

.97 

1.6167 

1.07 

1.7833 

1.17 

1.9500 

1.27 

2.1167 

7 

.67H 

1.1187 

■ll'A 

1.2854 

.81% 

1.4521 

.97)g 

1.6187 

\.OTi 

1.7854 

1.1714 

1.9521 

1.27)4 

2.1187 

7 

.67  J4 

1.1208 

■n'A 

1.2875 

.81 H 

1.4542 

■91 H 

1.6208 

1.07 '4 

1.7875 

1.17M 

1.9542 

1.274 

2.1208 

.67^^ 
.67H 

1.1229 
1.1250 

■11% 
.iiy, 

1.2896 

.61% 

1.4562 

■91% 
■9TA 

1.6229 

1.07K 

1.7896 

1.11% 

1.9562 

1.275^ 
1.2TA 

1.1229 
2.1250 

1.2917 

■61% 

1.4583 

1.6250 

1.0714 

1.7917 

1.17)4 

1.9583 

.67H 

1.1271 

.11% 

1.2937 

■81% 

1.4604 

■9ira 

1.6271 

1.07'' J 

1.7937 

1.175^ 

1.9604 

1.21% 

2.1271 

.6734 

1.1292 

.11% 

1.2958 

.91% 

1.4625 

.9734 

1.6292 

1.073^ 

1.7958 

\.\1% 

1.9625 

1.21% 

2.1292 

■61% 

1.1312 

■11% 

1.2979 

■81% 

1.4646 

■91% 

1.6312 

1-07 7 8 

1.7979 

1.17K 

1.9646 

1.2734 

2.1312 

M 

1.1333 

.78 

"^i^owT 

.88 

1.4667 

.98 

1.6333 

1.08 

1.8000 

1.18 

1.9667 

1.28 

2.1333 

8 

.68M 

1.1354 

.78H 

1.3021 

.88>-g 

1.4687 

.98H 

1.6354 

1.08' s' 

1.8021 

1.18)4 

1.9687 

1.28)^ 

2.1354 

8 

.68!^ 

1.1375 

.78  >4 

1.3042 

.884 

1.4708 

.984 

1.6375 

1.08 '4 

1.8942 

1.18M 

1.9708 

1.284 

2.1375 

.68H 

1.1396 

.78?^ 

1.3062 

.885^ 

1.4729 

.98H 

1.6396 

1.08?ii 

1.8062 

1.18M 

1.9729 

1.28H 

2.1396 

.68H 
.685^ 

1.1417 
1.1437 

.78  H 
.785^ 

1.3083 
1.3104 

.88'^ 

.88  H 

1.4750 
1.4771 

.98)4 
.98^ 

1.6417 
1.6437 

1.08)4 
1.08'' s 

1.8083 
1.8104 

1.18H 
1.185^ 

1.9750 
1.9771 

1.28)4 
1.285^4 

2.1417 
2.1437 

.68  Ji 

1.1458 

.78H 

1.3125 

.884 

1.4792 

.9834 

1.6458 

1.084 

1.8125 

I.I834 

1.9792 

1.285i 

2.1458 

.68K 

1.1479 

.7878 

1.3146 

.88K 

1.4812 

.98-^ 

1.6479 

1.087; 

1.8146 

1.1814 

1.9812 

1.2874 

2.1479 

.69 

1.1500 

.79 

1.3167 

.89 

1.4833 

.99 

1.6500 

1.09 

1.8167 

1.19 

1.9833 

1.29 

2.1500 

9 

.69H 

1.1521 

■79H 

1.3187 

.89H 

1.4854 

.991-^ 

1.6S21 

1.091 ;; 

1.8187 

\.\9% 

1.9854 

1.29)4 

2.1521 

.69Ji 

1.1542 

.79)4 

1.3208 

.89>i 

1.4875 

.99)4 

1.6542 

1.09 14 

1.8208 

\.\9% 

1.9875 

1.29 '4 

2.1542 

9 

.69H 

1.1562 

.19% 
.19''i 

1.3229 
1.3250 

.89?^ 

1.4896 

.99H 

1.6562 

1.093$ 

1.8229 

1.1954 

1.9896 

1.295^ 
1.29 '4 

2.1562 
2.1583 

.69  H 

1.1583 

.89!^ 

1.4917 

.99 '4 

1.6583 

1.09'^ 

1.8250 

1.19){. 

1.9917 

.69^ 

1.1604 

■19% 

1.3271 

.89'''8 

1.4937 

.99H 

1.6604 

1.09'i 

1.8271 

1.1954 

1.9937 

1.29H 

2.1604 

■69%, 

1.1625 

.19% 

1.3292 

■89M 

1.4958 

■99  3< 

1.6625 

1.0934 

1.8292 

1.1954 

1.9958 

1.295i 

2.1625 

1.1646 

.79j| 

1.3312 

.89;^ 

1.4979 

.99>i 

1.6646 

1.097s 

1.8312 

1.19>i 

1.9979 

1.29K 

2.1646 

For  short  method  of  figuring  grain  by  this  table  see  page  4. 
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Addition  of  Bushels  and  Pounds 

WHEN  one  has  the  problem  of  adding  numerous 
items  containing  bushels  and  odd  pounds,  such  as 
scale  tickets  showing  the  purchases  of  loads  of 
grain  from  farmers,  it  may  be  readily  done  on  the  adding 
machine,  as  well  as  the  converting  of  the  odd  pounds  into 
bushels. 

When  using  a  machine  with  a  split  keyboard  for  this 
work,  the  number  of  bushels  should  be  listed  on  the  left 
of  the  split  and  the  odd  pounds  on  the  right,  (Example  3). 
After  all  have  been  listed,  the  carriage  should  be  thrown 


5  6 

.5  0 

43 

.3  4 

3  4 

.4  3 

4  5 

.16 

54 

.4  8 

3-5 

.5  5 

43 

.3  6 

3  4 

.4  0 

3  4  9 


.2  2 


Example  Three 


4  5, 0  P  0 .3  2 

3  4,  ll)  D  ©  .4  3 

4  5,  ^  6  0 .2  0 
4  4,  |)  6  0 .2  4 

3  3, 0  0  6 .5  0 

4  1, 0  p  (!)  .3  4 
.2  3 


4  2,Q 

3  3  1,0 


.2  6 


fcxampie  Four 


back  and  the  number  representing  the  complement  of  the 
number  of  pounds  in  a  bushel  be  placed  in  the  two  right 
hand  columns,  (If  wheat,  "40,"  if  corn  "44,"  if  oats  "68," 
etc.)  Next,  the  nines  should  be  depressed  in  the  other 
columns  up  to  the  division  of  the  keyboard  and  the  repeat 
key  should  be  depressed.  Now  while  watching  the  figures 
shown  on  the  adding  wheels  of  the  right  section  (which 
represent  the  total  number  of  pounds)  pull  the  lever  until 
the  amount  shown  by  the  adding  wheels  is  less  than  the 
number  of  pounds  in  a  bushel.     Release  the  repeat  key 


1  5, 0  0  0 .4  5 
3,0  0  0.5  4 
1  0, 0  0  0 .9  8 
1  6,  0  0  1 .4  0 
7,p0  1.2  8 
1  4.Q0  1.10 
.9  8 
1.3  5 


12,< 

8  1,< 


0.2  4 


-;;- 

4  5*5 

3  6  30  . 

5    4  25 

4  5  50 

5  4  10 

2    3  35 

5    0  20 

3  9  40 

3  .5  0 15  -"- 

Example  Six 

Example  Five 


and  with  the  correction  key  restore  the  keys  depressed. 
Then  restore  the  carriage  to  the  printing  position,  take  a 
spacing  stroke  and  print  the  total.  This  total  will  show 
the  total  number  of  bushels  and  the  odd  pounds. 

This  same  work  may  be  done  on  a   regular  machine 
which  is  without  a  split  keyboard  by  assuming  that  there  is 


a  split  for  instance  between  the  fifth  and  sixth  columns  and 
disregarding  the  ciphers  printed  between  the  bushels  and 
pounds.  (See  Example  4).  Barrels  of  flour  and  odd 
pounds  may  be  figured  in  the  same  way,  using  804  as  the 
complement  of  196  which  is  the  number  of  pounds  in  a 
barrel  of  flour.     (See  Example  5.) 

A  large  number  of  grain  dealers  have  machines  with  the 
two  right  hand  columns  arranged  for  accumulating  odd 
pounds  of  grain  which  are  automatically  converted  into 
bushels  and  carried  into  the  bushel  column  by  the  machine. 
(See  Example  6.) 


Elevator  B 

WHEAT 


In  Elevator  Yesterday 
Added  Today 


Total 


11-9-10 

5  6,  7  7  5 .0  0 

4  5  5  .0  0 

5  4  3  .0  0 

3  4  5 .0  0 

.     5  3  2  .8  0 

3  9  8 .0  0 

5  6  0 .0  0 

4  3  4  .0  0 

6  0,  0  4  2  .8  0  ' 

Taken  Out  Today 

4  5  4  .0  0 

3  7  7 .6  0 

4  6  4  .0  0 

5  4  3  .5  0 

3  5  6 .0  0 

5  6  4  .4  0 

Total 

2,  7  5  9  .5  0  -"- 

Total  In 

6  0. 0  4  2  .8  0 

Total  Out 

2. 7  5  9  .5  0  ^-^ 

In  Today  5   7,  2   8  3  .3  0    "" 


Perpetual  Inventory 

Keeping   a    Perpetual    Inventory 
of  the  Grain  in  an   Elevator 

WITH  the  aid  of  a  Burroughs  it  is  very  easy  to  keep  a  perpetual 
inventory  of  grain  in  an  elevator  and  make  the  same  sheet  serve 
as  a  recapitulation  of  amount  purchased  and  amount  sold.  The 
above  example  illustrates  this  work  which  will  be  readily  understood  and 
its  advantage  realized  by  any  grain  merchant.  For  convenience  it  is  best 
to  carry  this  balance  in  pounds  rather  than  in  bushels.  The  same  idea 
may  be  used  for  an  inventory  of  flour  or  other  commodities  in  a  ware- 
house. It  can  be  used  for  a  number  of  different  elevators  by  having 
separate  columns  on  a  sheet  one  for  each  elevator. 
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TABLE   SHOWING    PRICE    PER   100    LBS. 

CORN,    RYE   AND    FLAX :    56    LBS.  TO   THE    BUSHEL 


f 

Pric6per 

Price 

Priceper 

Price 

Priceper 

Price 

Priceper 

Price 

■      —  - 
Priceper 

1 

Price 

Priceper 

Price 

Priceper 

Price 

Bushel 

per  Cwt. 

Bushel 

per  Cwt. 

Bushel 

per  Cwt. 

Bushel 

per  Cwt. 

Bushel 

per  Cwt. 

Bushel 
.80 

per  Cwt. 

Bushel 

per  Cwt 

.30 

.5357 

.40 

.7143 

.50 

.8928 

.60 

1.0714 

.70 

1.2499 

1.4285 

.90 

1.6071         ! 

0 

0 

.30  H 

.5379 

.403^ 

.7165 

■50H 

.8951 

.60)4 

1.0736 

.10% 

1.2522 

■8034 

1.4307 

•90% 

1.6093 

.30 '4 

.5402 

.40  H 

.7187 

.50)-i 

.8973 

.60)4 

1.0758 

■10% 

1.2544 

■80)4 

1.4330 

•90)4 

1.6115 

__^30K 

.5424 

.40K 

.7210 

.50^ 

.8995 

■60K 

1.0781 

■10% 

1.2566 

■80% 

1.4352 

•905^ 

1.6138 

.30  H 

.5446 

.403^ 

.7232 

.50)4 

■9017 

■60)4 

1.0803 

.10% 

1.2589 

.80% 

1.4374 

•90)^ 

1.6160 

■30^ 
.30M 

.5469 

.405^ 

.7254 

.5054 

.9040 

■6054 

1.0825 

•7054 

1.2611 

.80% 

1.4397 

•90% 

1.6182 

.5491 

.40M 

.7277 

.50  Ji 

.9062 

■60  54 

1.0848 

•7054 

1.2633 

■8054 

1.4419 

•9054 

1.6205 

;3oji 

.5513 

.40K 

.7299 

.50K 

.9084 

.60% 

1.0870 

•  70J4 

1.2656 

•80% 

1.4441 

•90% 

1.6227 

.31 

.5536 

.41 

.7321 

.51 

.9107 

.61 

1.0892 

.71 

1.2678 

.81 

1.4464 

■91 

1.6249 

1 

.31H 
.3IK 

.5558 

.413^ 

.7343 

•513^ 

.9129 

.s\% 

1.0915 

•7134 

1.2700 

•81% 

1.4486 

■91% 

1.6271         ' 

1 

.5580 

.4134 

.7366 

.51)4 

.9151 

.61)4 

1.0937 

•  71)4 

1.2723 

•81)4 

1.4508 

.91% 

1.6294 

__.31H 

.5603 

.41 J^ 
.4134 

.7388 

.515^ 

.9174 

.6151 

1.0959 

•  715^ 

1.2745 

•81% 
.81 H 

1.4531 

■91% 

1.6316 

.31 M 
.31^ 
.31 M 
.31 K 

.5625 

.7410 

■51 H 

.9196 

.61)^ 

1.0982 

•7134 

1.2767 

1.4553 

.91% 

1.63 

.5647 

■41 H 

.7433 

■5154 

.9218 

.6154 

1.1004 

■llVs 

1.2790 

•81% 

1.4575 

•91% 

1.6361 

.5669 

A\H 

.7455 

.51 5i 

.9241 

.6154 

1.1026 

■iiH 

1.2812 

•8154 

1.4597 

.9154 

1.6383 

.5692 

.*VA 

.7477 

.51 K 

■9263 

.6\% 

1.1049 

.IVA 

1.2834 

•81% 

1.4620 

■91% 

1.6405 

.32 

.5714 

.42 

.7500 

.52 

.9285 

.62 

1.1071 

•  72 

1.2857 

•82 

1.4642 

.92 

1.6428 

2 

',32ii 

.5736 

.423-^ 

.7522 

■  5234 

.9308 

■62% 

1.1093 

.12% 

1.2879 

•82% 

1.4664 

■92% 

1.6450 

2 

.5759 

.i2H 

.7544 

■52  )i 

.9330 

.62>4 

1.1116 

■72)4 

1.2901 

•82  34 

1.4687 

.92)4 

1.6472 

.32% 
.32  A 

.5781 
.5803 

.*2% 

.7567 

■S2M 

.9352 

■625^ 

1.1138 

■  72H 

1.2923 

•82% 

1.4709 

•92% 

1.6495 

■*2ii 

.7589 

.5234 

.9375 

■62)4 

1.1160 

.12% 

1.2946 

•82)4 

1.4731 

•92% 

1.6517 

.3254 

.5826 

.42% 

.7611 

.5254 

.9397 

■625^ 

1.1183 

■12% 

1.2968 

•82% 

1.4754 

.92% 

1.6539 

.32<A 

.5848 

A2% 

.7634 

.52V 

.9419 

■6234 

1.1205 

•  7254 

1.2990 

•8254 

1.4776 

•9254 

1.6562 

.32^ 

.5870 

.*2% 

.7656 

.52  J4 

.9442 

.6234 

1.1227 

.72% 

1.3013 

•  82% 

1.4798 

•92% 

1.6584 

.33 

.5893 

.43 

.7678 

.53 

■9464 

.63 

1.1249 

.73 

1.3035 

.83 

1.4821 

.93 

1.6606 

3 

.33  K 

.5915 

.433^ 

.7701 

■5334 

■9486 

■63)4 

1.1272 

■  13% 

1.3057 

•83% 

1.4843 

.9334 

1.6629 

3 

.3334 

.5937 

.43  K 

.7723 

■53K 

.9509 

■63)4 

1.1294 

.7334 

1.3080 

•83)4 

1.4865 

■93)4 

1.6651 

.33% 

.5960 

.43  M 

.7745 

■53  J4 

.9531 

■635^ 

1.1316 

•  7354 

1.3102 

•8354 

1.4888 

■93% 

1.6673 

.33]4 

.5982 

.43',^ 

.7768 

.53)^ 

.9553 

■63% 

1.1339 

.13% 

1.3124 

•83)4 

1.4910 

.93)^ 

1.6696 

.33  H 

.6004 

.43  5  j 

.7790 

.5354 

.9575 

.635^ 

1.1361 

.13% 

1.3147 

•83% 

1.4932 

.93% 

1.6718 

■33yi 

.6027 

.43% 

.7812 

.53^ 

.9598 

■6354 

1.1383 

•  7354 

1.3169 

•8354 

1.4955 

■9334 

1.6740 

.33^ 

.6049 

■*3H 

•7835 

.53  J4 

.9620 

■63  J^ 

1.1406 

•  73% 

1.3191 

.83% 

1.4977 

.93% 
.94 

1.6763 
1.6785 

.34 

.6071 

.44 

■7857 

.54 

.9642 

.64 

1.1428 

.74 

1.3214 

.84 

1.4999 

4 

4 

.34  H 

.6094 

.4414 

.7879 

.54  !4 

.9665 

.64)4 

1.1450 

•7434 

1.3236 

■84)4 

1.5022 

94% 

1.6807 

.3i\4 

.6116 

.44H 

.7901 

.54  3i 

.9687 

.64)4 

1.1473 

.74  3i 

1.3258 

•84)4 

1.5044 

.94)4 

1.6829 

.3*% 

.6138 

.44  Ji 

.7924 

.54  J^ 

.9709 

■       .6454 

1.1495 

.74% 

1.3281 

.84% 

1.5066 

■94% 

1.6852 

.34  H 

.6161 

.44H 

.7946 

.5434 

.9732 

.6434 

1.1517 

.14% 

1.3303 

.84)4 

1.5089 

.94)^ 

1.6874 

.345^ 

.6183 

.44  M 

.7968 

.545^ 

.9754 

■645^ 

1.1540 

.14% 

1.3325 

•84% 

1.5111 

■94% 

1.6896 

.34  3^ 

.6205 

.4454 

.7991 

■54M 

.9776 

.6454 

1.1562 

■7454 

1.3348 

•8454 

1.5133 

■9454 

1.6919 

.3*H 

.6227 

.44K 

.8013 

■5434 

.9799 

.64% 

1.1584 

■74% 

1.3370 

•84% 

1.5155 

■94% 

1.6941 

5 

.35 

.6250 

.45 

.8035 

■  55 

.9821 

.65 

1.1607 

.75 

1.3392 

•85 

1.5178 

■95 

1.6963 

5 

■35Vi 

.6272 

.4534 

.8058 

.553^ 

.9843 

•  65)4 

1.1629 

■75% 

1.3415 

•85% 

1.5200 

■95% 

1.6986 

.35  M 

.6294 

.45  J< 

.8080 

.55)4 

.9866 

•6534 

1.1651 

.75)4 

1.3437 

•85)4 

1.5222 

.95)4 

1.7008 

.35K 
.35  H 

.6317 
.6339 

■4S% 
.453^ 

.8102 
.8125 

.55^ 

■9888 

•655i 

1.1674 

.7554 

1.3459 

.85% 

1.5245 

.95% 
•95)4 

1.9030 
1.7052 

■  55)4 

■9910 

•651/^ 

1.1696 

.753^ 

1.3481 

•85% 

1.5267 

.35  H 

.6361 

■455^ 

.8147 

•S5H 

.9933 

•6554 

1.1718 

■  15% 

1.3504 

•85% 

1.5289 

•95% 

1.7075 

.35  5i 

.6384 

■4534 

■8169 

.55'4 

.9955 

.6554 

1.1741 

.7554 

1.3526 

•8554 

1.5312 

.9554 

1.7097 

.35  J^ 

.6406 

.4534 

.8192 

.55K 

.9977 

■65  J4 

1.1763 

-753-^ 

1.3548 

•85% 

1.5334 

•95% 

1.7120 

.36 

.6428 

.46 

.8214 

.56 

1.0000 

.66 

1.1785 

■76 

1.3571 

.86 

1.5356 

.96 

1.7142 

6 

6 

.36J^ 

.6451 

■46^^ 

.8236 

.56  V^ 

1.0022 

.66)4 

1.1807 

■76% 

1.3593 

.86% 

1.5379 

.96% 

1.7164 

.36K 

.6473 

.46 'i 

.8259 

.5614 

1.0044 

■66)4 

1.1830 

■76)4 

1.3615 

.86)4 

1.5401 

.96)4 

1.7187 

.36H 

.6495 

.46?i 
.46 '< 

.8281 
.8303 

■  56H 

1.0067 

.665^ 

1.1852 

.7654 

1.3638 

.86% 

1.5423 

•96% 

1.7209 

.36  ^ 

.6518 

■563^ 

1.0089 

.663^ 

1.1874 

.76)4 

1.3660 

.86)4 

1.5446 

.96)4 

1.7231 

.36  H 

.6540 

.4654 

.8326 

■5654 

1.0111 

.665^ 

1.1897 

.7654 

1.3682 

.86% 

1.5468 

.96% 

1.7254 

.36  M 

.6562 

.46^4 

.8348 

■56M 

1.0133 

.66  »4 

1.1919 

•7654 

1.3705 

.8654 

1.5490 

.9634 

1.7276 

.36^8 

.6585 

.46>-« 

.8370 

■56J^ 

1.0156 

.66% 

1.1941 

•76% 

1.3727 

•86% 

1.5513 

.96% 

1.7298 

J7 

.6607 

.47 

.8393 

.57 

1.0178 

.67 

1.1964 

.77 

1.3749 

.87 

1.5535 

.97 

1.7321 

7 

.371^ 

.6629 

•4734 

.8415 

■S7J4 

1.0200 

.67)4 

1.1986 

.77% 

1.3772 

.87% 

1.5557 

.9734 

1.7343 

7 

.37  M 

.6652 

.473I 

.8437 

■57)4 

1.0223 

.67)4 

1.2008 

■11% 

1.3794 

.81% 

1.5580 

.9734 

1.7365 

.37H 

.6674 

•4754 

.8459 

■57K 

1.0245 

■6754 

1.2031 

■11% 

1.3816 

■87% 

1.5602 
1.5624 

■  97% 

1.7387 

.31% 

.6696 

.47)4 

.8481 

.57)^ 

1.0267 

■61% 

1.2053 

■  11% 

1.3839 

.81% 

•9734 

1.7410 

.37% 

.6719 

.47^ 

.8504 

■51% 

1.0290 

■61% 

1.2075 

■  11% 

1.3861 

■81% 

1.5647 

•97% 

1.7432 

.3m 

.6741 

.4734 

.8526 

■51% 

1.0312 

.6754 

1.2098 

■11% 

1.3883 

.8754 

1.5669 

.9754 

1.7454 

.31% 

.6763 

.47j| 

.8549 

■51% 

1.0334 

.6734 

1.2120 

■ny» 

1.3906 

■87% 

1.5691 

•97% 

1.7477 

.38 

.6785 

.48 

.8571 

.58 

1.0357 

.68 

1.2142 

.78 

1.3928 

788 

l75713 

•98 

1.7499 

8 

.38H 

.6808 

.483  ii 

.8593 

■58  !4 

1.0379 

.68)4 

1.2165 

•78% 

1.3950 

.88% 

1.5736 

.98% 

1.7521 

S 

.3834 

.6830 

.4314' 

.8616 

■58)4 

1.0401 

.68)4 

1.2187 

•  78)4 

1.3973 

.8834 

1.5758 

.9834 

1.7544 

.38H 

.6852 

■48% 

.8638 

■S8H 

1.0424 

.6&% 

1.2209 

•78% 

1.3995 

.88% 

1.5780 

.98% 
•98)^ 

1.7566 
1.7588 

738)^ 

.6875 

.48  K> 

.8660 

.58)4 

1.0446 

.6814 

1.2232 

■  li% 

1.4017 

.883^ 

1.5803 

.3854 

.6897 

.48% 

.8683 

.5854 

1.0468 

■6854 

1.2254 

.7854 
•  7834 

1.4039 

.88% 

1.5825 

•98% 

1.7611 

.38M 

.6919 

.48^4 

.8705 

.5854 

1.0491 

.6854 

1.2276 

1.4062 

.8834 

1.5847 

.9854 

1.7633 

.38K 

.6942 

.48J^ 

.8727 

.58  J4 

1.0513 

.6834 

1.2299 

.78% 

1.4084 

■88% 

1.5870 

.98% 

1.7655 

.39 

.6964 

.49 

.8750 

.59 

1.0535 

.69 

1.2321 

.79 

1.4106 

.89 

1.5892 

.99 

1.7678 

9 

.39)4 

.6986 

.49)-^ 

.8772 

■593-S 

1.0558 

.69  H 

1.2343 

.79% 

1.4129 

.89% 

1.5914 

•99% 

1.7700 

6 

.39  W 

.7009 

.4914 

.8794 

.59)4 

1.0580 

.69)4 

1.2365 

.793i 

1.4151 

.8934 

1.5937 

•9934 

1.7722 

.39H 

.7031 

■49M 

.8817 

.5954 

1.0602 

.695^ 

1.2388 

•79% 

1.4173 

.8951 

1.5959 

.99% 

1.7745 

.393^ 

.7053 

.49K 

.8839 

.59)4 

1.0625 

.69)4 

1.2410 

.19% 

1.4196 

.89% 

1.5981 

■99)4 

1.7767 

.39H 

.7076 

■4954 

.8861 

■5954 

1.0647 

.69S4 

1.2432 

■19% 

1.4218 

■89% 

1.6004 

■99% 

1.7789 

.39% 

.7098 

•49  M 

.8884 

■5954 

1.0669 

.6954 

1.2455 

.19% 

1.4240 

.8954 

1.6026 

.9954 

1.7812 

.39% 

.7120 

.49% 

.8906 

■5934 

1.0691 

.69% 

1.2477 

.79% 

1.4263 

■89% 

1.6048 

.99% 

1.7834 

For  short  method  of  figuring  £rain  by  this  table  see  page  4. 
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Recapitulation  of  Sales 


SWANSDOWN 


XXX 


6.5 
3.4 
$.5 
5.4 
3.3 
2.2 
5.6 


5 

4 

5 

4 

2 

3 

1 

5  6.5  0 
1  7  6 .4  5 

3  4.4  0 

5  3.30 
'    2  5 .4  5 

6  1  9  .1  5 


4  4.5  0 

3  6.6  0 
6  6.6  7 

5  4.3  5 

4  5.6  0 

6  4.30 
1  2.3  5 

1  4  5 .3  7 

5.4  3 

3  4.5  0 

5  0  9  .6  7 


SNOWFLAKE 


6 

4 
1 


5.5  0 
5.4  0 
3.4  5 

9.7  6 

6.6  7 

9.8  0 
7  7.3  0 
2  3.4  7 


6 
3 


4  4  1 .3  5 


y*»»^. 


^s^w^M 


VJSl 


!f«Xi. 


t»t«u:B5  I" 
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March  28.  1910 
Burroughs  Adding  Machine  Co. 

Detroit,  Mich. 
Gentlemen: 

Your  letter  to  hand  and  in  reply  will  say  that  when 
we  bought  your  machine  we  scarcely  knew  what  we  would  do 
with  it.  After  using  it  for  nine  months,  we  now  wonder 
what  there  is  about  the  office  we  cannot  do  with  it. 

We  add  up  our  grain  tickets.   We  add  up  our  Cash  Book. 
We  add  up  our  Grain  Book,  our  Bank  Book  and  our  Daily 
Balances  as  well  as  our  Monthly  Balances.    To  sum  it  all 
up.  we  could  not  get  along  without  it. 

Yours  truly, 


THB  CAHADA  PLOUR  MILLS  CO. 


Ltd. 


^^4^.ir^^^ 


Se-:y.  -Treaa. 


XX 


4.3  0 

3.2  5 

4.4  0 

5.5  0 
6.4  5 

5.3  0 

4.4  0 

3.6  7 

5.4  0 
4.3  0 

6.5  0 


4  4  3  .4  7 


MEAL 


5.4  0 

4.5  6 

5.3  0 

3.7  7 

5.2  0 

2  3.2  0 

1  2.6  7 

4.3  0 

3.5  6 

FEED 


4.3  0 

1.5  6 

2.5  5 

.7  5 

5.6  7 

4.3  3 

3.5  7 

2.10 

4.5  6 

6  7 .9  6 


4  9.3  9 


TOTAL  SALES 


6 
5 
4 
4 


1  9 
0  9 
4  1 
4  3 
6  7 
4  9 


,1  5 
,6  7 

3  5 

4  7 
.9  6 
3  9 


2, 1  3  0 .9  9 


The   Recapitulation  of  Sales 

COMPARATIVE    statements   of    sales   and    expenses 
furnish   material  for  securing  a  definite    knowledge 
of  the  different  departments  of  a  business  and  are  of 
great  \alue  to  the  careful  business  man. 

The  form  shown  on  this  page  is  suitable  for  a  mill  or  a 
wholesale  dealer  when  it  is  desirable  to  know  the  amount 
of  the  difTerent  classes  of  goods  sold. 

In  case  a  company  wishes  to  keep  a  comparative  state- 
ment of  sales  by  classes  of  goods  or  by  salesmen  for  each 
day  or  each  week,  it  is  a  simple  matter  to  make  these  from 
the  sales  reports.  At  the  end  of  each  month  a  similar 
statement  may  be  made  up  from  the  daily  or  weekly  reca- 
pitulation sheets  showing  comparison  by  months  and  if 
desired  the  expenses  of  selling  the  goods  may  be  similarly 
treated. 

Checking  Invoices   Rapidly 

GRAIN  or  Hay  invoices  may  be  checked  by  the  use  of 
the  adding  machine.  Use  the  same  method  of  figur- 
ing as  is  outlined  on  page  4,  that  is  by  multiplying 
the  number  of  pounds  of  grain  or  hay  by  the  constant  oppos- 
ite the  price  given.  By  pointing  off  the  required  number  of 
decimal  places,  the  result  will  show  in  dollars  and  cents. 
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TABLE   SHOWING    PRICE    PER   100    LBS. 

oats:    32    LBS.  TO   THE    BUSHEL 


Price  per 

Price 

Price  per 

Price 

Price  per 

Price 

Price  per 

Price 

Price  per 

Price 

Price  per 

Price 

Price  per 

Price 

•    Bushel 

per  Cwt. 

Bushel 
.30 

per  Cwt. 

Bushel 

per  Cwt. 

Bushel 

per  Cwt. 

Bushel 

per  Cwt. 

Bushel 

per  Cwt. 

Bushel 

per  Cwt 

.20 

.6250 

.9375  ^ 

.40 

I.2S0O 

.SO 

~  1.S625 

.60 

1.8750 

.70 

2.1875 

.80 

2^5000 

0 

-ZOH 

.6289 

.30,1^ 

.9414 

.40H 

1.2539 

.SOK 

1.5664 

.60H 

1.8789 

■70K 

2.1914 

.80K 

2^5039 

n 

.20  K 

.6328 

.301 4 

.9453 

.4014 

1.2578 

.50  U 

1.5703 

.6014 

1.8828 

.7034 

2.1953 

.8034 

2^5078 

u 

,        .20H 

.6367 

■3oy„ 

.30 1< 

.9492 

•40?^ 

1.2617 

.503-5 

1.5742 

.603-5 

1.8867 

.703^ 

2.1992 

.803^ 

2.5117 

.20'^ 

.6406 

.9531 

.40),i 

1.2656 

.50'^ 

1.5781 

.60)i; 

1.8906 

.7034 

2.2031 

.8034 

2.5156 

.20^ 

.6445 

•30  ;s 

.9570 

.40H 

1.2695 

.50'5 

1.5820 

.60?^ 

1.8945 

■705-5 

2.2070 

.805« 

2.5195 

JOJi 

.6484 

.30'4' 

.9609 

.*0H 

1.2734 

•S034 

1.5859 

.6034 

1.8984 

.7034 

2.2109 

■8034 

2.5234 

.20  J^ 

.6523 

■iOVs 

.9648 

.40>8 

1.2773 

•S0>5 

1.5898 

•60K 

1.9023 

.70K 

2.2148 

.80  J  5 

2.5273 

.21 

.6562 

.31 

.9687 

.41 

1.2812 

.51 

1.5937 

.61 

1.9062 

.71 

2.2187 

.81 

2.5312 

1 

.21 H 

.6602 

•31 H 

.9727 

.41)^ 

1.2851 

.5135 

1.5976 

.61K 

1.9101 

.713-5 

2.2226 

■8134 

2.5351 

1 

.21 1| 

.6641 

•31 M 

.9766 

•41  )i 

1.2891 

•51 3i 

1.6016 

.61 14 

1.9140 

■71 '4 

2^2265 

■81 14 

2.5390 

MVi 

.6680 

-31 J^ 

.9805 

.41?^ 

1.2930 

•51 H 

1^605S 

•61 H 

1.9180 

■Ti% 

2.2304 

.813^ 

2.5429 

J.\Vi 

.6719 

.3\y2 

.9844 

•41)4 

1.2969 

.51  H 

1^6094 

.613^ 

1.9219 

■7134 

2.2344 

■81)4 

2.5469 

.21;-^ 

.6758 

•31 H 

.9883 

.41 H 

1.3008 

•51=5 

K6133 

•615^ 

1.9258 

■713^ 

2.2383 

■815^ 

2.5508 

.21  »4 

.6797 

.31  Ji 

.9922 

.41 M 
•41 7i 

1.3047 

.513-4 

K6172 

•6134 

1.9297 

■71 3i 

2.2422 

■8134 

2.5547 

.21 K 

.6836 

.31^ 
".32' 

.9961 

1.3086 

.51 K 

1.6211 

.61 K 

1.9336 

■71J-5 

2.2461 

■81  >« 

2.5586 

122 

.6875 

1.0000 

.42 

1.3125 

.52 

1.6250 

■62 

1.9375 

.72 

2.2500 

.82 

2.5625 

2 

.221^ 

.6914 

•3235 

1.0039 

■42  H 

1.3164 

.52>.-5 

1.6289 

■62)  i 

1.9414 

.7234 

2.2539 

.8218 

2.5664 

0 

iill 

.6953 

.32  Ji 

1.0078 

•42M 

1.3203 

.5214 

1.6328 

.6214 

1.9453 

■7234 

2.2578 

.82' 4 

2.5703 

z 

.6992 
.7031 

.32JI 

1.0117 

.423^ 

1.3242 

.523-5 

1.6367 

.6235 

1.9492 

■723^ 

2.2617 

.823-5 

2.5742 

.22  Vi 

.32), -2 

1.0156 

.421^ 

1.3281 

.523^ 

1.6406 

.62)4 

1.9531 

.723^ 

2.2656 

.821  i 

2.5781 

.22^ 

.7070 

•32  H 

1.0195 

.42  H 

1.3320 

•525-5 

1.6445 

.625-8 

1.9570 

■  725/8 

2.2695 

■8254 

2.5820 

.22  j| 

.7109 

.32?i 

1.0234 

.42  Ji 

1.3359 

•S2?4 

1.6484 

.623^ 

1.9609 

■  7234 

2.2734 

.8234 

2.5859 

.22K 

.7148 

•32  Ji 

1.0273 

■42K 

1.3398 

•S2J-J 

1.6523 

■62J5 

1.9648 

■  72J^ 

2.2773 

■8235 

2.5898 

~:23 

.7187 

.33 

1.0312 

.43 

1.3437 

.53 

1.6562 

.63 

1.9687 

.73 

2.2812 

.83 

2.5937 

3 

.23M 

.7227 

•33)5 

1.0352 

.43H 

1.3476 

.53  >4 

1.6601 

.63)^; 

1.9726 

.^3% 

2.2851 

.831--5 

2.5976 

3 

.23  M 
.23  H 

.23H 

.7266 

.33 14 

1.0391 

•43  X 

1.3516 

.53 '4 

1,6640 

■63H 

1.9765 

.7334 

2.2890 

.83  3i 

2.6015 

;305 

33^ 

1.0430 

•43H 

1.3555 

.53 '78 

1.6680 

.633-^ 

1.9805 

.733^ 

2.2929 

.8334 

2.63S4 

.7344 

.33  H 

1.0469 

•43)4 

1.3594 

.531^ 

1.6719 

.63)^ 

1.9844 

.7334 

2.2969 

.831.; 

1.6093 

•23  H 

.7383 

.33  H 

1.0508 

•43H 

1.3633 

.535-5 

1.6758 

.63% 

1.9883 

■735/8 

2.3008 

.8355 

2.6133 

.235i 

.7422 

•33  34 

1.0547 

•43  M 

1.3672 

.5334 

1.6797 

.6334 

1.9922 

■733i 

2.3047 

.8334 

2.6172 

•23K 

.7461 

.33K 

1.0586 

•43K 

1.3711 

.53>5 

1.6836 

■63K 

1.9961 

■7334 

2.3086 

■833-5 

2.6211 

.24 

.7500 

.34 

1.0625 

.44 

1.3750 

.54 

1.6875 

.64 

2.0000 

.74 

2.3125 

■84 

2.6250 

4 

.24H 

.7539 

.34H 

1.0664 

MVs 

1.3789 

.543-5 

1.6914 

.64)5 

2.0039 

■74K 

2.3164 

■8*% 

2.6289 

4 

.24W 

.7578 

.34;-i 

1.0703 

.**H 

1.3828 

•54)4' 

1.6953 

.64  )i 

2.0078 

■7434 

2.3203 

■84^4 

2.6328 

.24  J^ 

.7617 

.34M 

1.0742 

■**% 

1.3867 

.543^ 

1.6992 

•64^5 

2.0117 

■743^ 

2.3242 

■843^ 

2.6367 

.24^ 

.7656 

.34 'iS 

1.0781 

•44H 

1.3906 

•543^ 

1.7031 

.643^ 

2.0156 

■743-^ 

2.3281 

■8414 

2.6406 

•24H 

.7695 

.34H 

1.0820 

•445-5 

1.3945 

•543-5 

1.7070 

.645^ 

2.0195 

■745^ 

2.3320 

.845-5 

2.6445 

M% 

.7734 

.34M 

1.0859 

.44M 

1.3984 

•543-i 

1.7109 

.64% 

2.0234 

.7434 

2.3359 

■8434 

2.6484 

■2*H 

.7773 

•34  J^ 

1.0898 

.**% 

1.0023 

.54J-5 

1.7148 

.64  J5 

2.0273 

■  74J/s 

2.3398 

■84K 

2.6523 

.25 

.7812 

.35 

1.0937 

.45 

1.4062 

.55 

1.7187 

.65 

2.0312 

■  75 

3.3437 

.85 

2.6562 

5 

.25H 

.7852 

.35  ^ 

1.0977 

.*5H 

1.4101 

.55 '-5 

1.7226 

■65)5 

2.0351 

■  753-5 

2.3476 

.8534 

2.6601 

5 

•25  ,'4 

.7891 

.35  U 

1.1016 

.45)4' 

1.4141 

.5514 

1.7265 

.651 4 

2.0390 

■7514 

2.3515 

.85  3-4 

2.6640 

.25^ 

.7930 

.353^ 

1.1055 

ASVs 

1.4180 
1.4219 

.553-5 

1.7305 

■6SK 

2.0430 

■753^ 

2.3554 

.853^ 

2.6679 

.2S,H 

.7969 

■iSVi 

1.1094 

•45)4 

.553^ 

1.7344 

.6514 

2.0469 

■  75)4 

2.3594 

.853^ 

2.6718 

.25^ 

.8008 

.355^ 

1.1133 

•45=^ 

1.4258 

•555-5 

1.7383 

■655-5 

2.0508 

■  755^ 

2.3633 

■855-5 

2.6758 

.2SM 

.8047 

■35?i 

1.1172 

■*S% 

1.4297 

.5534 

1.7422 

■653i 

2.0547 

■7S5i 

2.3672 

■85  3^ 

2.6797 

.2SK 

.8086 

•3SK 

1.1211 
1.1250 

.*SH 

1.4336 

■55K 

1.7461 

■65J5 

2.0586 

■7SK 

2.3711 

.65% 

2.6836 

.26 

.8125 

.36 

.46 

1.4375 

.56 

1.7500 

.66 

2.0625 

■76 

2.3750 

.86 

2.6875 

6 

.26H 

.8164 

•36!-;; 

1.1289 

.46}^ 

1.4414 

■56)  8 

1.7539 

.66)-4 

2.0664 

■  16% 

2.3789 

.86)^ 

2.6914 

6 

.26M 

.8203 

.36' 4 

1.1328 

.46 1^ 

1.4453 

.56' 4 

1.757f 

.66 14 

2.0703 

■76M 

2.3828 

.86  )i 

2.6953 

.26H 

.8242 

•36  J^ 

1.1367 

.46  H 

1.4492 

.5638 
.56  > -2 

1.7617 

.663^ 

2.0742 

■  763^ 

2.3867 

■66% 

2.6992 

J*M 

.8281 

.36  ^ 

1.1406 

.46  U 

1.4531 

1.7656 

■6634 

2.0781 

.76)4 

2.3906 

■86)4 

2.7031 

.265^ 

.8320 

.36% 

1.1445 

.46H 

1.4570 

.5655 

1.7695 

.665^ 

2.0820 

.7631 

2.3945 

■865^ 

2.7070 

J6fi 

.8359 

.36% 

1.1484 

•463,4 

1.4609 

.563-4 

1.7734 

.6634 

2.0859 

.763i 

2.3984 

.8634 

2.7109 

.26  J^ 

.8398 

.36  Jl 

1.1523 

.46  Ji 

1.4648 

■56J-5 

1.7773 

.66J5 

2.0898 

■76K 

2.4023 

■86K 

2.7148 

.27 

.8437 

.37 

1.1562 

.47 

1.4687 

.57 

1.7812 

.67 

2.0937 

■77 

2.4062 

.87 

2.7187 

7 

•27K 

.8477 

.37  H 

1.1601 

•47  H 

1.4726 

■57 '5 

1.7851 

.673-^ 

2.0976 

■7734 

2.4101 

■873^ 

2.7226 

7 

.27M 

.8516 

.37)i 

1.1641 

.47)^ 

1.4766 

.5714 

1.7890 

.673-4 

2.1015 

■7734 

2.4140 

.8734 

2.7265 

-27H 
.2TA 

.8555 

•37^ 

1.1680 

•47  H 

1.4805 

■573^ 

1.7930 

.673^ 

2.1054 

■773i 

2.4179 

.873^ 

2.7304 

.8594 

•37)4 

1.1719 

•4734 

1.4844 

■  57'i; 

1.7969 

.6714 

2.1094 

•7734 

2.4219 

■8734 

2.7343 

■2^V^ 

.8633 

.37H 

1.17S8 

•47M 

1.4883 

.5755 

1.8008 

.675-5 

2.1133 

■773^ 

2.4258 

■875^ 

2.7383 

.27  Ji 

.8672 

■37\ 

1.1797 

•475-4 

1.4922 

.57', 

1.8047 

.6734 

2.1172 

■7734 

2.4297 

■8734 

2.7422 

.27>^ 

.8711 

•37?^ 

1.1836 

■*^H 

1.4961 

.57;  8 

1.8086 

.67>5 

2.1211 

■17% 

2.4336 

■87K 

2.7461 

.28 

.8750 

.38 

1.1875 

.48 

1.5000 

.58 

1.8125 

.68 

2.1250 

.78 

2.4375 

.88 

2.7500 

8 

•28H 

.8789 

.38 -i 

1.1914 

.483-i 

1.5039 

.58>5 

1.8164 

■683« 

2.1289 

.78H 

2.4414 

■8834 

2.7539 

8 

•28  K 

.8828 

.3814 

1.1953 

.48 14 

1.5078 

.58U 

1.8203 

■68 '4 

2.1328 

.78  M 

2.4453 

■8834 

2.7578 

■2»y, 

.8867 

.383^ 

1.1992 

•48M 

1.5117 

•583-5 

1.8242 

■683^ 

2.1367 

.783^ 

2.4492 

■883^ 

2.7617 

.28  H 

.8906 

.38 1-4 

1.2031 

.48 1< 

1.5156 

.58 1< 

1.8281 

.68'-^ 

2.1406 

.78 '4 

2.4531 

■883^ 

2.7656 

.28M 

.8945 

•38H 

1.2070 

•48H 

1.5195 

.58% 

1.8320 

.685^ 

2.1445 

.785-5 

2.4570 

■885^ 

2.7695 

MY* 

.8984 

.38?i 

1.2109 

.4834 

1.5234 

.5834 

1.8359 

■6834 

2.1484 

.7834 

2.4609 

■88  3i 

2.7734 

■mi 

.9023 

.38  Ji 

1.2148 

•48K 

1.5273 

.58  >5 

1.8398 

■66% 

2.1523 

.78K 

2.4648 

■88K 

2.7773 

.29 

.9062 

.39 

1.2187 

.49 

1.5312 

.59 

1.8437 

.69 

2.1562 

.79 

2.4687 

■89 

2.7812 

9 

.29}^ 

.9102 

.39Va 

1.2226 

.493-8 

1.5351 

■S9ys 

1.8476 

■693^ 

2.1601 

.793^ 

2.4726 

■89}^ 

2.7851 

•29)4 

.9141 

.39  )i 

1.2266 

•4934 

1.5391 

.59)4 

1.8515 

■6914 

2.1640 

.7914 

2.4765 

■8934 

2.7890 

9 

•29H 
.29  ^ 

.9180 

.39% 

1.2305 

•49H 

1.5430 

■593-5 

1.8555 

■693-i 

2.1679 

■7934 

2.4804 

■893^ 

2.7929 

.9219 

•39)4 

1.2344 

.49 '2 

1.5469 

.59  U 

1.8594 

■693^^ 

2.1719 

■793-2 

2.4844 

■891^ 

2.7968 

.29  H 

.9258 

.39% 

1.2383 

.49  H 

1.5508 

.595-5 

1.8633 

•695-5 

2.1758 

.795^ 

2.4883 

■8954 

2.8008 

.29  ?i 

.9297 

•39Ji 

1.2422 

.4934; 

1.5547 

.593i 

1.8672 

.6951 

2.1797 

.793i 

2.4922 

■8934 

2.8047 

MH 

.9336 

.3»H 

1.2461 

•49K 

1.5586 

.59K 

1.8711 

.69>j 

2.1836 

.79K 

2.4961 

■89% 

2.8086 

For  short  method  of  figuring  grain  by  this  table  see  page  4. 
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QUINTAL    &   LYNCH,   M 

o  n  t  r  e  a  1 

Recapitulation  of  sales  for  month  ending 

INVOICE 

FREIGHT 

INVOICE 

FREIGHT 

INVOICE 

FREIGHT 

-;;- 

1  4, 8  3  1  3,  0 

1,  6  8  1 .0  4  s 

2  6, 1  3  0  1, 4 

3, 1  8  0 .5  8  s 

1  9  2  9, 7 

2  5  1  3,  5 

4  2.0  0 

5  1  4  2, 9 

8  2.14 

5  7  2  0, 0 

5  5  5  8,  8 

1  3  0 .2  5 

2  2  9  5, 0 

6  0  3  0,  0 

7  0.3  5 

1  5  6  0, 0 

1  5  6  2, 0 

7  7  0  0, 0 

14  0.0  0      '1          5  676,5 

1  3  0 .2  5 

8  8  3,9 

1,2  5  3  7,5 

5  1  9  1, 4 

9  2.25 

7  1  5  0, 0 

568  5, 0'          79. 5  6 

4  6  6  6,  7 

1  0  0 .0  0 
6  7.20 

1  0  3  2, 0 
1  5  3  4, 4 

5  6  8  0, 0 

1  3  6  6, 0 

7  7.01 

6  7  9  4,  7 

Quintal  and  Lynch  of  Montreal,  Quebec, 

5  4  0  0, 0 

6  9  7  5, 0 

1  3  2  .1  5 

use  a  15  column  Burroughs  with  a  split  key- 
board for  recapitulating  their  sales  for  tlae 

5  1  1  3, 3 

8  0.1  8 

8  4  6  0, 0 

8  2.62 

month,  together  with  the  freight  paid.     The 

5  7  3  0, 0 

1  0  0 .8  0 

7  3  9  2, 9 

9  9.10 

amount  of  the  invoice  is  placed  on  the  left 
hand  section  of  the  keyboard  and  the  freight 

8  7  1  2, 0 

5  0  0  0,  0 

8  0.3  6 

paid,  if  any,  on  the  right.    At  the  end  of  the 

7  1  0  0, 0 

8  4.00 

4  6  7  3, 2 

month  the  total  amount  of  freight  paid  is  de- 
ducted from  the  total  sales,  leaving  the  net 

6  9  5  0,  0 

8  4.00 

2  4  8  2,  6 

amount  that  is  to  be  credited  to  sales. 

4  9  2  8,  5 

7  0.00 

5  3  4  0,  0 

1  0  2 .0  0 

53  9  7,0 

2  3.27 

2  2  1  3, 7 

3  3.80 

5  6  3,5 

6  9  0  0,  0 
3  7  1,3 

8  4.0  0 

5  9  2  0, 0 

1  0  9  .7  6 

i 

1  1  1  0,  5 

5  1  7  8,  5 

1  7  6,7 

1  1  8  1, 3 

7  3  5  0, 0 

1  4  0 .4  0 

3  3,  7  5  0  5,  0 

3,  8  7  6 .7  5  -"- 

7  0  0  0, 0 

5  2  1  4, 3 

4  6.0  0 

5  6  8  0, 0 

6  7.2  0 

4  8  5  5,  7 

1  0  4  .0  5 

3,  8  7  6  7, 5 

^t 

5  2  0  0, 0 

1  0  0 .0  0 

1          1  5  6  0, 0 

2  5  9  9, 8 

4  2.00 

1, 0  6  1  4,  0 

1  2  7 .8  8 

2  9, 8  7  3  7, 5 

'"' 

1  4,  8  3  1  3, 0 

1,  6  8  1 .0  4  s 

2  6, 1  3  0  1, 4 

3, 1  8  0 .5  8  s 

Position  5.    9999999|9999999.9 

Add  Add     . 

Position  4.    9  9  9  9  9|9  999999999 

Non  Add  Add 

Position  3.    99999|99|99|999999 

Add  Non  Add^  Add 

Position  2.    9  9  9  9  9l9  999  9|  99999 

Add  Add  Add 

Position  J.    99|9999|9999|99999 

~  Non  Add  Add  Add 

Position  0.    9  9|9  9  9  9  9  9|9  9  9  9  9  9  9 


Non  Add 


Add 


The  above  diagram  shows  the  different  column  arrangements  that  may  be  secured 
on  a  fifteen  column  Burroughs  when  equipped  with  the  variable  split  device.  By  moving 
the  lever  to  one  of  the  numbered  positions  the  keyboard  splits  for  that  position  become 
effective,  and  all  other  splits  are  inoperative. 
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TABLE   SHOWING    PRICE    PER   100    LBS. 

1                                                                           Bailey:  ii  Lks.  lo  the  Bushel                                                                           | 

Potatoes  60  Lbs.  lo  tlie  Bisliel 

Hay  2000  Lbs.  lo  the  Ton 

) 

Price  per 
Bushel 

Price 
per  Cwt. 

Price  per 
Bushel 

Price 
per  Cwt. 

Price  per 

Bushel 

Price 
per  Cwt. 

Price  per 
Bushel 

Price 
per  Cwt. 

Price  per 
Bushel 

Price 
per  Cwt. 

Price  per 
Bushel 

Price 
per  Cwt. 

Price  per 
Ton 

Price       i 
per  Cwt     ' 

.40 

.40H 

.404 

1        .40Ji 

.8333 

.8385 
.8437 
.8490 

.60 

.60'^ 
.60'  . 
.60% 

1.2500 
1.2552 
1.2604 
1.2656 

.80 
.80% 

.80 '»i 
.80% 

1.6667 
1.6719 
1.6771 
1.6823 

1.00 

1.00% 

1.00' 2 

1.00% 

2.0833 
2.0885 
2.0937 
2.0990 

1.20 

i.2oii: 

1.20' i 
1.20% 

2.5000 
2.5052 
2.5104 
2.5156 

.25 

.251.5 
.26 

.263-5 

.4167 
.4250 
.4333 
.4417 

5.00 
5.25 
5.50 
5.75 

.2500 
.2625 
.2750 
•2875 

.41 
.41 H 

.4m 

.41 M 

.8542 
.8594 
.8646 
.8698 

.61 

.61!^ 

.614 

^     .61% 

1.2708 
1.2760 
1.2812 
1.2865 

1.2917 
1.2969 
1.3021 
1.3073 

.81 

.81% 
.814 
.81% 

1.6875 
1.6927 
1.6979 
1.7031 

1.01 

1.01%- 
1.01 '2 
1.01% 

2.1042 
2.1094 
2.1146 
2.1198 

1.21 
1.21% 
1.21  H 
1.21% 

2.5208 
2.5260 
2.5312 
2.5364 

.27 

.27'.; 

.28   " 

.281-5 

.4500 
.4583 
.4667 
.4750 

6.00 
6.25 
6.50 
6.75 

•3000       > 
.3125        ' 
.3250 
.3375 

.42 

.42 'i 

.42".; 

.42  ?4 

.8750 
.8802 
.8854 
.8906 

.62 

.62% 

.624 
.62% 

.82 

.82% 

.821^ 
.82% 

1.7083 
1.7135 
1.7187 
1.7240 

1.02 
1.02% 
1.02'^ 
1-02% 

2.1250 
2.1302 
2.1354 
2.1406 

1.22 
1.2214 

1.22% 
1.22% 

2.5417 
2.5469 
2.5521 
2.5573 

.29 

.291-5 

.30 

.30l{> 

.4833 
.4917 
.5000 
.5083 

7.00 
7.25 
7.50 
7.75 

.3500 
•3625 
.3750 
.3875 

.43 

.*3H 
.43  H 
.43  5i 

.8958 
.9010 
.9062 
.9115 

.63 
.63 'i 

.631; 
.63% 

1.3125 
1.3177 
1.3229 
1.3281 

.83 

.83!<i 
.834 
•83% 

1.7292 
1.7344 
1.7396 
1.7448 

1.03 
1.03':^ 
1.03 '« 
1.03% 

2.1458 
2.1510 
2.1562 
2.1615 

1.23 
1.23% 

1.234 
1.23% 

2.5625 
2.5677 
2.5729 
2.5781 

.31 

.314 
.32 

.32M 

.5167 
.5250 
.5333 
.5417 

8.00 
8.25 
8.50 
8.75 

.4000 
.4125 
.4250 
.4375 

.44 

.44  >i 

.44  4 

1        .44?i 

.9167 
.9219 
.9271 
.9323 

.64 

.64% 
.644 
.64% 

1.3333 
1.3385 
1.3437 
1.3490 

.84 

.84%- 
.84 '2 
.84% 

1.7500 
1.7552 
1.7604 
1.7656 

1.04 
1.041 4 
1.0415 
1.04% 

2.1667 
2.1719 
2.1771 
2.1823 

1.24 

1.24%- 
1.24  4 

1.24%' 

2.5833 
2.5885 
2.5937 
2.5990 

.33 

.334 
.34 

.341-5 

.5500 
.5583 
.5667 
.5750 

9.00 
9.25 
9.50 
9.75 

.4500 
.4625 
.4750 
.4875 

.4S 

.45  K 

.454 

1        .45% 

.9375 

.9427 
.9479 
.9531 

.65 

.65% 

.65  1  ■-. 
.65% 

1.3542 
1.3594 
1.3646 
1.3698 

.85 

.85 '4 
.854 
.85% 

1.7708 
1.7760 
1.7812 
1.7865 

1.05 

1.05 '4 
1.05 '4 
1.05% 

2.1875 
2.1927 
2.1979 
2.2031 

1.25 

I. 25 '4 
1.25'., 
1-25%" 

2.6042 
2.6094 
2.6146 
2.6198 

.35 

.351.5 
.36 

.363-5 

.5833 
.5917 
.6000 
.6083 

10.00 
10.25 
10.50 
10.75 

.5000 
.5125 
.5250 
.5375 

.46 

MH 

.464 

.9583 
.9635 

•9687 
.9740 

.66 
.66% 

.664 
.66% 

1.3750 
1.3802 
1.3854 
1.3906 

.86 

.86% 
.864 

.86% 

1.7917 
1.7969 
1.8021 
1.8073 

1.06 
1.06%' 
1.061 i 
1.06%' 

2.2083 
2.2135 
2.2187 
2.2240 

1.26 

1.26 '  4- 
1.26'  . 
1.26% 

2.6250 
2.8302 
2.6354 
2.6406 

.37 

.37,4 
.38 

.38M 

.6167 
.6250 
.6333 
.6417 

11.00 
11.25 
11.50 
11.75 

.5500 
.5625 
.5750 
.5875 

.47 

.47  "4 
.47  J^ 
.47% 

.9792 
.9844 
.9896 
.9948 

.67 

.67% 

.674 
.67% 

1.3958 
1.4010 
1.4062 
1.4115 

.87 

.87% 

.87,12 
•87% 

1.8125 
1.8177 
1.8229 
1.8281 

1.07 
1.07% 
1.074 
1.07% 

2.2292 
2.2344 
2.2396 
2.2448 

1.27 
1.2714 
1.27  4 
1.27% 

2.6458 
2.6510 
2.6562 
2.6615 

.39 

.39 '4 
.40 

.4014 

.6500 
.6583 
.6667 
.6750 

12.00 
12.25 
12.50 
12.75 

.6000 
.6125 
.6250 
.6375 

.48 

.48}i 

'.        .484 
•48% 

1.0000 
1.0052 
1.0104 
1.0156 

.68 

.68% 

.684 
.68% 

1.4167 
1.4219 
1.4271 
1.4323 

.88 

.88% 
.884 

.88% 

1.8333 
1.8385 
1.8437 
1.8490 

1.08 
1.08% 
1.084 
1.08% 

2.2500 
2.2552 
2.2604 
2.2656 

1.28 
1.28% 

1.28% 
1.28% 

2.6667 
2.6719 
2.6771 
2.6823 

.41 

.413-5 
.42 

.423-5 

.6833 
.6917 
.7000 
.7083 

13.00 
13.25 
13.50 
13.75 

.6500 
.6625 
.6750 
.6875 

.49 

.49M 
.494 

.49;4 

1.0208 
1.0260 
1.0313 
1.0365 

.69 

.69%' 
.694 
.69% 

1.4375 
1.4427 
1.4479 
1.4531 

.89 

.89% 
.89 '< 
.89%- 

1.8542 
1.8594 
1.8646 
1.8698 

1.09 
1.09'i 
1.094 
1.09% 

2.2708 
2.2760 
2.2812 
2.2865 

1.29 
1.29,% 
1.294 
1.29% 

2.6875 
2.6927 
2.6979 
2.7031 

.43 

.43% 
.44 

•44.4 

.7167 
.7250 
.7333 
.7417 

14.00 
14.25 
14.50 
14.75 

.7000 
.7125 
.7250 
.7375 

.50 

.50,14 
.SOJ.^ 
.50% 

1.0417 
1.0469 
1.0521 
1.0573 

.70 
.70% 
.704 
.70% 

1.4583 
1.4635 
1.4687 
1.4740 

.90 
.90% 
.904 
.90% 

1.8750 
1.8802 
1.8854 
1.8906 

1.10 

l.lO'i 
1.104 
1.10% 

2.2917 
2.2969 
2.3021 
2.3073 

1.30 

1.30% 

i.30'<; 

1.30% 

2.7083 
2.7135 
2.7187 
2.7240 

.45 

.453^ 
.46 
•46  >5 

.7500 
.7583 
.7667 
.7750 

15.00 
15.25 
15.50 
15.75 

.7500 
.7625 
.7750 
.7875 

.51 

.51  >i 
.51!^ 
.51% 

1.0625 
1.0677 
1.0729 
1.0781 

.71 

.71% 

.71  li 
.71% 

1.4792 
1.4844 

1.4896 
1.4948 

.91 

.91% 

.914 
.91% 

1.8958 
1.9010 
1.9062 
1.9115 

l.Il 

1.11% 
1.114 
1.11% 

2.3125 
2.3177 
2.3229 
2.3281 

1.31 
1.31% 
1.31  >2 
1.31% 

2.7292 
2.7344 
2.7396 
2.7448 

.47 

.471^ 
.48 

.483-5 

.7833 
.7917 
.8000 
.8083 

16.00 
16.25 
16.50 
16.75 

.8000 
.8125 
.8250 
.8375 

I2 

.52  Vi 
.52 '2 
•52% 

1.0833 
1.0885 
1.0938 
1.0990 

.72 

.72 14 
.724 
.72% 

1.5000 
1.5052 
1.5104 
1.5156 

.92 

.92% 

.924 
.92% 

1.9167 
1.9219 
1.9271 
1.9323 

1.12 
1.12% 
1.124 
1.12% 

2.3333 
1.3385 
2.3437 
2.3490 

1.32 

I.32I4' 
1.324 
1.32% 

2.7500 
2.7552 
2.7604 
2.7656 

.49 

.493/2 

.50 

.501^ 

.8167 
.8250 
.8333 
.8417 

17.00 
17.25 
17.50 
17.75 

.8500 
.8625 
.8750 
.8875 

.53 

.53  !i 
.534 
.53% 

1.1042 
1.1094 
1.1146 
1.1198 

.73 

.73% 
•734 
.73% 

1.5208 
1.5260 
1.5312 
1.5365 

.93 

.93% 
.934 
•93% 

1.9375 
1.9427 
1.9479 
1.9531 

1.13 
1.13% 
1.134 
1.13% 

2.3542 
2.3594 
2.3646 
2.3698 

1.33 

1.33% 
1.334 
1.33% 

2.7708 
2.7760 
2.7812 
2.7865 

.51 

.513^ 
.52 

.523^ 

.8500 
.8583 
.8667 
.8750 

18.00 
18.25 
18.50 
18.75 

.9000 
.9125 
.9250 
.9375 

.54 

.54  >  4 
.54,4 
•54% 

1.1250 
1.1302 
1.1354 
1.1406 

.74 

.74'4 
.744 
.74% 

1.5417 
1.5469 
1.5521 
1.5573 

.94 

.94%- 
.944 
.94% 

1.9583 
1.9635 
1.9687 
1.9740 

1.14 
1.14% 

1.141-i 
1.14% 

2.3750 
2.3802 
2.3854 
2.3906 

1.34 

1.34% 

1.344 

1.34% 

2.7917 
2.7969 
2.8021 
2.8073 

.53 

•534 
•54 

.544 

.8S33 
.8917 
.9000 
.9083 

19.00 
19.25 
19.50 
19.75 

.9500 
.9625 
.9750 
.9875 

.55 

.55% 
.554 
.55% 

1.1458 
1.1510 
1.1563 
1.1615 

.75 
.75% 

.754 
•75% 

1.5625 
1.5677 
1.5729 
1.5781 

.95 

.95%- 

.954 
-95% 

1.9792 
1.9844 
1.9896 
1.9948 

1.15 

1.15% 
I.IS'4 

1.15% 

2.3958 
2.4010 
2.4062 
2.4115 

1.35 

l-35'4' 

1.354 
1.35% 

2.8125 
2.8177 
2.8229 
2.8281 

.55 

.55  3i 
.56 

.563-5 

.9167 
.9250 
.9333 
.9417 

20.00 
20.25 
20.50 
20.75 

1.0000 
1.0125 
1.0250 
1.0375 

.56 

.56  ■< 

.564 
.56% 

1.1667 
1.1719 
1.1771 
1.1823 

•76 

•76% 
•76,4 
.76% 

1.5833 
1.5885 
1.5937 
1.5990 

.96 
.96% 

.96% 
.96% 

2.0000 
2.0052 
2.0104 
2.0156 

1.16 

1.16% 
1.16' 2 
1.16% 

2.4167 
2.4219 
2.4271 
2.4323 

1.36 
1.36% 

1.364 

1.36% 

2.8333 
2.8385 
2.8437 
2.8490 

.57 

.5734 

.58 

.58% 

.9500 
.9583 
.9667 
.9750 

21.00 
21.25 
21.50 
21.75 

1.0500 
1.0625 
1.0750 
1.0875 

.57 

.57% 

.57'^ 
.57%' 

1.1875 
1.1927 
1.1979 
1.2031 

.77 
•77% 
•77H 
•77% 

1.6042 
1.6094 
1.6146 
1.6198 

.97 

•97% 
•97% 
.97% 

2.0208 
2.0260 
2.0312 
2.0365 

1.17 

1.17% 
1.1715 
1.17% 

2.4375 
2.4427 
2.4479 
2.4531 

1.37 

1.37% 

1.374 
1.37% 

2.8542 
2.8594 
2.8646 
2.8698 

.59 

.593/2 

.60 

.60,4 

.9833 

.9917 

1.0000 

1.0083 

22.00 
22.25 
22.50 
22.75 

1.1000 
1.1125 
1.1250 
1.1375          i 

.58 

.58  !i 
.584 

.58% 

.59 

.59 '4 
.594 
.59% 

1.2083 
1.2135 
1.2187 
1.2240 

1.2292 
1.2344 
1.2396 
1.2448 

•78 
•78% 

•784 
•78% 

1.6250 
1.6302 
1.6354 
1.6406 

.98 

.98% 
.98'  . 
.9834 

2.0417 
2.0469 
2.0521 
2.0573 

2.0625 
2.0677 
2.0729 
2.0781 

1.18 

I.I8I4 
1.18' 2 
1.18% 

2.4583 
2.4635 
2.4687 
2.4740 

1.38 

1.38% 

1.384 
1.38% 

2.8750 
2.8802 
2.8854 
2.8906 

.61 

.61  35 
.62 

.6235 

1.0167 
1.0250 
1.0333 
1.0417 

23.00 
23.25 
23.50 
23.75 

1.1500 
1.1625 
1.1750 
1.1875 

•79 

•79% 
.794 
■  79% 

1.6458 
1.6510 
1.6562 
1.6615 

.99 
.99 'i 
.99 '2 

.99% 

1.19 
1.19'( 

1.19'2 

1.19% 

2.4792 
2.4844 
2.4896 
2.4948 

1.39 
1.3914 
1.394 
1.39% 

2.8958 
2.9010 
2.9062 
2.9115 

.63 

.63!-.', 
.64 

.643^ 

1.0500 
1.0583 
1.0667 
1.0750 

24.00 
24.25 
24.50 
24.75 

1.2000 
1.2125 
1.2250 
1.2375 

For  short  method  of  figuring  grain  by  this  table  see  pa^e  4. 
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Form  Mj 

HAY     ( 
TALLY \ 

SAGINA 

Car  No 

.W  MILLING   C( 

)MPANY 

TallieH  hv 

Where  L. 

nadeA 

Date 

-; 

-x- 

"-                     -"■ 

;;, 

■"- 

,;;. 

5;-            -x- 

TOTALS 

1.3  5 

1.10 

1.3  0 

1.5  0 

1.5  0 

1.4  0 

1.3  5 

1.3  5 

1.2  0 

1.4  0 

1.15 

1.2  5 

1.15 

1.4  5 

1.2  0 

1.4  0 

1.3  0 

1.2  5 

1.1  5 

1.2  0 

1.5  5 

1.10 

1.3  0 

1.2  5 

1.4  0 

1.2  0 

1.4  5 

1.4  5 

1.1  0 

1.3  0 

1.6  5 

1.5  5 

1.2  5 

1.2  0 

1.6  0 

1.2  5 

1.4  0 

1.3  5 

1.3  0 

1.4  0 

1.2  0 

1.2  0 

1.1  5 

1.2  5 

1.3  5 

1.1  5 

1.4  0 

1.6  5 

1.6  5 

1.5  5 

1.3  0 

1.6  0 

1.2  5 

1.3  5 

1.4  0 

1.2  5 

1.3  0 

1.5  5 

1.3  5 

1.2  5 

1.1  5 

1.3  0 

1.10 

1.3  0 

1.15 

1.3  5 

1.4  5 

1.4  5 

1.3  5 

1.4  0 

1.4  0 

1.2  0 

-"- 

1.3  5 

1.3  0 

1.5  0 

1.2  5 

1.1  0 

1.5  5 

1.2  5 

1.4  5 

1.3  5 

2  6.10 

1.6  5 

1.4  0 

1.4  0 

1.2  5 

1.3  5 

1.4  0 

1.3  5 

1.5  0 

1.4  0 

2  5.4  0 

1.3  0 

1.4  0 

1.3  5 

1.5  0 

1.5  0 

1.4  5 

1.1  0 

1.3  5 

1.5  5 

2  6.9  5 

1.3  5 

1.5  0 

1.5  5 

1.3  0 

1.2  0 

1.6  5 

1.6  0 

1.4  0 

1.3  0 

2  7.9  0 

1.3  0 

1.10 

1.2  0 

1.3  0 

1.4  0 

1.2  5 

1.3  5 

1.3  0 

1.4  5 

2  7.6  0 

1.3  0 

1.2  5 

1.3  5 

1.6  0 

1.6  5 

1.3  0 

1.5  5 

1.3  5 

1.5  0 

2  6.5  0 

1.2  5 

1.3  0 

1.10 

1.2  5 

1.3  5 

1.1  0 

1.5  0 

1.3  0 

1.4  0 

2  7.3  5 

1.15 

1.2  0 

1.2  5 

1.5  5 

1.4  0 

1.2  5 

1.5  5 

1.2  5 

1.3  0 

2  7.10 

1.15 

1.4  5 

1.4  0 

1.3  0 

1.3  0 

1.4  0 

1.5  0 

1.4  0 

1.2  0 

2  6.5  0 

1.10 

1.2  5 

1.3  0 

1.2  0 

1.3  0 

1.2  0 

1.4  5 

1.3  5 

1.2  5 

1.2  0 

1.3  5 

1.2  0 

1.3  5 

1.3  5 

1.2  5 

1.3  5 

1.3  5 

1.2  5 

2  4  1 .4  0  ■"■ 

1.4  0 

1.2  0 

1.3  5 

1.6  0 

1.3  5 

1.5  0 

1.1  5 

1.4  5 

1.4  0 

2  6  .1  0  "- 

2  6  .9  5  - 

:-              2  7 .6  0  - 

;- 

2  7  .3  5  ■ 

"- 

2  6 .5  0  "- 

2  5 .4  0  ■ 

>-              2  7.9  0-"- 

2  6 .5  0  - 

J-                            / 
t 

2  7 .1  0  - 

•■ 

Shipped    to 

s 

sal  Nos. 

ro.  No. 

2, 0  8  3  .2  6      2, 0  8 

3.2  7 

r 

Record  of  Baled  Hay  Loaded  into  a  Car. 


CERTIFICATE  OF  INSPECTION 


Saginaw,. 


STATE  OF  MICHIGAN,) 

County  of  Saginaw. 

(Ullia  (Efrttfif0,   That  on  tliis  date,  I  inspected  Car  No. 
containing '  _Bales  of  Hay,  and  that  it  grades. 


Initi: 


NSPECTOK 


{  ft  a  g  e     twelve) 


Baled    Hay   Loaded    into   a   Car 

ON  the  opposite  page  is  shown  a  form  used  by  the 
Saginaw  Milling  Company  for  making  a  record  of 
baled  hay  loaded  into  a  car.  Each  separate  column 
represents  the  bales  making  up  one  load,  the  total  of  which 
gives  the  net  weight  of  hay  in  the  load.  After  all  the  loads 
going  into  the  car  have  been  listed  and  added  the  totals 
are  recapitulated  in  the  total  column  showing  the  total 
weight  of  hay  in  the  car.  This  entire  form  is  made  in 
duplicate,  the  copy  being  retained  in  the  ofifice  for  a 
permanent  record  of  the  shipment  and  the  original  going 
forward  to  the  party  to  whom  the  car  is  consigned. 

The  Certificate  of  Inspection  shown  on  the  bottom  of 
page  12  and  which  is  printed  on  back  of  the  form  is 
filled  out  by  the  inspector  who  checks  the  loading  of  the 
hay. 

Tallying  Hay  When  Unloading 

THE  accompanying  hay  tally  illustrates  how  Quintal 
&  Lynch  of  Montreal,  Quebec,  use  a  fifteen  bank 
split  and  normal  Burroughs  for  making  a  tally  of 
Hay  as  it  is  loaded  or  unloaded. 

This  tally  shows  hay  taken  from  various  cars  and  loaded 
on  the  steamship  "Montezuma,"  each  load  being  weighed 
and  recorded  separately,  the  total  of  all  loads  showing  the 
number  of  bales  and  the  net  weight  of  hay  loaded  and  the 
recapitulation  at  the  bottom  of  the  form  showing  the 
number  of  bales  and  the  weight  taken  from  each  car.  The 
ticket  number,  the  number  of  bales  and  the  net  weight  all 
being  taken  from  the  scale  ticket.     (Example  7.) 

This    firm    also    uses    their    machine    for    making    trial 

balances,   taking  off  both  debit  and 

-;;.    credit  at  the  same  time,  for  reconciling 

bank  balances,  listing  the  number  of 

1  d  .o  U  j^hg  check  and  the  amount  at  the 
6  .7  5  same  time,  for  listing  car  numbers 
8  .5  0        and   weights   and    for   recapitulating 

2  1 .5  0        sales  and  freight  paid. 


1  0.2  5 

7.7  5 

1  6.5  0 


3.7  5 


8  3.75 

8  3.75 

8  3.75 

-   8  3.75 

8  3.75 

8  3  7 .5  0 

8  3  7 .5  0 

8, 3  7  5 .0  0 

8, 3  7  5 .0  0 

8,3  7  5.00 

8,3  7  5.00 

8, 3  7  5 .0  0 

4  3, 9  6  8  .7  5 

Example  Eight 

Figuring  Inventory 

IN  mills,  warehouses,  feed  stores 
etc.,  it  is  customary  to  take  a  com- 
plete inventory  of  all  stock  on 
hand  at  least  once  each  year.  The 
Burroughs  will  be  found  of  great  as- 
sistance in  figuring  this  inventory. 
Use  tables  for  all  grain  according  to 
method  described  on  Page  4.  In  figur- 
ing flour  list  by  barrels  and  decimals 
of  a  barrel,  using  .25  for  quarters,  .50 
for  halves,  etc.  See  Example  8,  which 
totals  83%  barrels.  This  multiplied  by 
the  price,  which  in  this  case  is  $5.25 
per  barrel,  gives  a  result  of  $439.69, 
which  is  the  value  of  83%  barrels. 

In  figuring  bran,  mill  feed,  chop, 
etc.,  multiply  the  weight  in  pounds 
by  the  price  per  cwt.  and  point  oH 
the  proper  number  of  decimal  places. 
The  result  will  be  the  value  in  dollars 
and  cents. 


S.  S.  MONTEZUMA  (Hay) 

Ticket 

Bales 

Weight 

Car  Number 

1, 

4,0 

5  4.7  0 

4  5  0 .2  2  ^f 

2, 

4,0 

5  3.50 

4  5  0 .2  2  Vf 

3, 

2,5 

5  7.5  0 

7  6  2  .2  2  # 

4, 

4,2 

5  8.7  0 

1  3  5  .6  5  ff 

5. 

4,0 

5  6.6  0 

1, 3  6  0 .6  2  ^f 

6, 

4,0 

5  5.0  0 

4  5  0 .2  2  # 

Uteket     ]SJ< 
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Kxamnlp  Sp-.  <■                                                                                                1 

2  4, 

2,6 

5  7 .2  0      ■ 

3  6  1A2^t 

2  5, 

2,8 

5  6.30 

6  5 .2  7  -/f 

2  6, 

2,6 

6  1.0  0 

3  6  1 .4  2  ^f 

2  7, 

2,5 

5  6.9  0 

1  4  2  .4  3  # 

2  8, 

2.5 

5  6.7  0 

3  6  1 .4  2  # 

2  9. 

2,3 

5  2.50 

3  6  1 .4  2  # 

3  0, 

2,5 

5  7.5  0 

1  4  2  .4  3  ^f 

3  1, 

2,4 

5  5.5  0 

1  4  2  .4  3  /f 

3  2, 

1,9 
1  0  1,8 

4  4.5  0 
1,  7  1  0 .0  0  "- 

RECAPITULATION 

1  4  2  .4  3  * 

18,8 

2  5  8  .9  0 

4  5  0 .2  2  * 

1  1,9 

2  7  1 .8  0 

7  6  2 .2  2  -/A 

1  6,8 

2  3  2 .8  0 

1  3  5 .6  5  ^^ 

1  8,1 

2  5  2  .3  0 

1, 3  2  0 .6  2  -/f 

15,1 

2  1  0 .6  0 

6  5.27^t 

11,1 

2  5  6 .2  0 

1  4  2  .4  2  -/^ 

10,0 

2  2  7 .4  0 

3  6  1 .4  3  ^f 

1  0  1,8 

1,  7  1  0 .0  0 
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A  Statement  for 
Monthly  Accounts 

ALL  firms  desire  that  monthly 
statements  be  sent  out  as 
early  in  the  month  as 
possible,  as  a  day  gained  on  this 
work  means  more  prompt  collec- 
tions and  additional  time  to  devote 
to  other  important  work  demand- 
ing attention  at  the  same  time  in 
the  month. 

W.  S.  Duncan  &  Co.,  wholesale 
dealers  in  hay,  flour,  grain,  bran, 
etc.,  of  Atlanta,  Ga.,  use  the  single 
key  statement  Burroughs  Machine 
for  making  out  their  monthly  state- 
ments. These  statements  may  be 
printed  either  in  roll  form  or  in 
single  sheets  and  in  either  case  the 
result  is  a  neat  and  attractive  state- 
ment that  will  make  a  good  im- 
pression on  the  business  man 
receiving  it. 


MONTHLY  STATEMENT 

W.  S.  DUNCAN  &  CO. 

Wholesale  Flour,  Grain,  Hay,  Bran,  Etc. 
18-22-24  South  Butler  Street 

Bell  Phones  3S9,    124  Atlanta  Phone  2S9 


TERMS  NET  CASH 


ATLANTA,  GA.,        NoV  .     28,     1910 


J. 

S. 

DeLacy 

VILLA   hICA 

GA. 

Interest  charged  on  bills  after  maturity 


DEPOSITED  BY 


The  Saginaw  Milling  Company 

in  the 

Second  National  Bank 

Sagmaw,  Mich.,^'^^'    ^3  ,       /9IO 


Bank  Notes, 

Gold. 

Silver 


1 


3  4 


5 

1,5 


5.0  0 
0.0  0 

3.2  5 
4.5  0 

4.3  0 
6.5  0 
3.0  0 
4.5  0 
5.0  0 
8.8  0 

8  7.6  0 
6  7.6  0 
4  5.0  0 


SEP  3 
10 
17 
24 

OCT      3 

8 

22 

NOV  5 
26 


OCT    22 

NOV      5 

12 

19 

26 


3  4.10 
1  5.0  7 
1  8.3  0 

1  4.0  5 
9.2  4 

2  4.4  5 

3  5.4  1 

4  1.3  0 
3  1.1  1 


2  0.0  5 
2  5.0  0 
2  5.0  0 
2  5.0  0 
2  5.0  0 


2  2  3  .0  3 


1  2  0 .0  5 
1  0  2  .9  8 


3,  6  7  5  .0  5 


The  Saginaw  Milling  Company  of  Sagi- 
naw, Michigan,  uses  the  Burroughs  for 
making  out  their  bank  deposit  slip.  This  is 
made  in  duplicate,  the  carbon  copy  being 
retained  in  the  office  as  a  permanent  re- 
cord, the  original  going  with  the  deposit  to 
the  bank. 


Atlanta.  Oa..  11-28-1910 

BiirrouKlis  Athling  Machine  Co., 

Detroit,  Mich. 
Gentlemen : — 

Repiyinjf  to  your  letter  of  November  2Sth.    We  bee  to  hand  you  herewith  sample  of  the 
staiement  which  we  net  out  on  the  first  of  each  nioiitli. 

We  beif  to  advise  that  we  find  your  machine  a  great  help  and  time  saver  in  making  out 
statements  of  this  kin<i. 

We  also  use  your  machine  for  double  checking  our  day's  sales  as  they  are  being  posted 
on  the  ledgers,  and  in  this  manner  the  chance  of  making  errors  is  practicaly  elindnated. 

We  also,  of  course,  use  the  machine  in  getting  off  our  monthly  trial  t>alani:e.  and  we  do 
not  see  how  it  would  t)e  possible  for  us  to  do  without  it  for  this  purpose. 
Vours  tndy, 
(Signed)       DliNCAN-HODNKTT  (IKAIN  CO. 
Lee  J.  l-lournay. 
Successors  to  W.  S.  Duncan  iV  Co. 


As  stKJti  tis  (ji'^MiMc  aiui  till-  Im  ui  i.,nji  uMJiiih,  wc  scnd  .1  Statement  of  all  bills  due.  and 
not  due.  as  per  Ledger.    Thi-^  gives  an  opportunity  for  compari.son  and  correction  of  errors. 

it  jinv    and  I^  iif)i   ;i  iK-niaiul  f(ir  riaytiu-nt  nf  bilK  r»ol  due 


{ P  a  S  e     fourteen) 


STATEMENT 


SAN  JOSE  CITY  MILLS 

San  Jose.  Cal.. DEC.     20 19lO. 

JOHN  BROWN 
SANTA  CLARA.  CAL. 

To  Sperry  Flour  Company,  Dr. 

TERMS ~3^  percent,  discount  for  cash  in  full  on  the  1st  and  16th  of 
each  tnonth;  30  days  from  date  of  purchase,  net  1  per  cent,  per 
month  after  30  days. 


ITEMS 


To  Balance 
To  Miise. 


Credits, 


To  Balance, 


DATES 


1   0 

20 
29 


AMOUNTS 


9 
2 


8.7  5 
3.2  0 
3.4  5 
2.2  0 

5.4  0 
6.0  0 

2.5  0 
2.0  0 
3.4  0 

.7 
5 


1 
2 


7 

1.2 
4.7 
6.2 


2  0.2  0 
2  7  7 .6  0  -"- 


7  5.0  0 
5  0.0  0 
5  0.00 

1  7  5 .0  0 


1  0  2  .6  0 


The  Sperry  Flour  Co.'s  Statement 

THE  statement  used  by  the  Sperry  Flour  Company 
of  San  Jose,  California,  is  made  up  on  what  is 
known  as  the  split  and  normal  Burroughs — that  is 
a  machine  arranged  with  a  special  device  for  dividing  the 
keyboard  into  two  separate  adding  machines.  When  used 
for  making  monthly  statements,  the  left  hand  section  is 
used  for  printing  the  days  of  the  month  and  the  right  hand 
section  for  the  amounts.  This  also  makes  an  attractive 
statement  and  is  very  satisfactory  indeed  where  it  is  not 
necessary  to  show  purchases  in  more  than  one  month. 

You  can  keep  carbon  copies  of  your  statements  when 
using  the  Burroughs  Statement  Machine.  It  is  done  in 
just  the  same  way  that  you  make  carbon  copies  of  letters 
or  anything  else. 

We  publish  a  book  on  the  subject  of  monthly  statements, 
the  title  of  which  is  "How  Days  and  Dollars  Can  Be 
Saved."  We  will  be  glad  to  send  this  book  to  any  one 
interested,  upon  request. 


GROSS 

4  5.2  0 

4  4.5  0 

4  4.6  0 

4  5.2  0 

4  4.6  0 

4  2.7  0 

TARE 


NFT 


1  3.2  0 

1  4.4  0 

12.20 

13.50 

1  4.2  0 

1  4.6  0 

2  6  6 .8  0 


8  2.1  0 


Gross,  Tare  and  Net 

Elevators  and  mills  pur- 
chasing grain  direct  from  the 
farmer  find  the  Burroughs 
saves  much  time  and  avoids 
errors  in  making  up  a  state- 
ment of  the  gross,  tareand  net 
weights  and  figuring  the  value 
of  the  grain.  The  accompany- 
ing illustration  shows  six  loads 
of  corn,  the  gross  and  tare 
being  taken  from  the  scale 
book  and  the  net  weight  being 
figured  by  subtraction  on  the 
machine,  and  the  remainder 
printed  in  the  net  column. 
The  total  net  weight  was  then 
multiplied  by  the  constant 
opposite  the  price  per  bushel 
(in  this  case  .61  i)  1.0937  and 
the  result  pointed  off  to  six 
places.  This  gives  the  result 
$202.01.  These  figures  may 
be  handed  to  the  farmer  as  a 
statement,  and  a  duplicate 
retained  for  office  record. 


3  2.00 

3  0.10 

3  2.40 

3  1.7  0 

3  0.4  0 

2  8.10 

1  8  4  .7  0 

1  8  4  .7  0 

1  8  4  .7  0 

1  8  4  .7  0 

1  8  4  .7  0 

1  8  4  .7  0 

1  8  4  .7  0 

1  8  4  .7  0 

1,  8  4  7 .0  0 

1,  8  4  7 .0  0 

1,  8  4  7 .0  0 

1  8, 4  7  0 .0  0 

1  8, 4  7  0 .0  0 

1  8,4  7  0.0  0 

1  8,  4  7  0 .0  0 

1  8, 4  7  0 .0  0 

1  8,  4  7  0 .0  0 

1  8, 4  7  0 .0  0 

1  8, 4  7  0 .0  0 

1  8,  4  7  0 .0  0 

4  7,0  0  0.0  0 

1,8 


.2,0  2| 0,0  6  3.90 
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C  The  Burroughs  Adding  and  Listing  Machine 
makes  possible  a  better  day's  work. 

a  An  examination  of  the  machine  in  your  own 
office  in  connection  with  your  own  w^ork  is  satis- 
fying as  to  how^  much  or  how^  little  it  w^ill  free  you 
or  your  office  assistants  from  the  drudgery  of  mental 
calculation  and  whether  or  not  it  will  afford  more 
time  for  handling  of  large  affairs  and  preparing  for 
the  growth  of  business. 

a  Machines  are  available  in  seventy-five  branch 
offices,  and  at  your  request,  one  Avill  be  delivered  to 
you,  express  paid  and  w^ithout  obligation  on  your 
part.  If  you  wish  it,  a  Company  representative 
with  know^ledge  of  the  simple  and  economical  hand- 
ling of  office  detail  w^ill  explain  how  the  machine 
may  be  adapted  to  your  present  work.  Should  you, 
after  investigation,  decide  not  to  purchase  at  pres- 
ent, the  machine  w^ill  be  returned  to  our  branch 
office,  all  expense  being  ours,  and  Ave  will  feel 
under  obligation  to  you  for  having  examined  it. 
Again  at  a  later  time,  if  you  w^ish,  when  there  is  a 
rush  of  work,  a  machine  can  be  submitted  for  your 
use,  and  possibly  with  the  knowledge  gained  by  its 
previous  use,  you  may  find  the  need  for  it  in  your 
business. 


482  Systems'5M-7-l3-Speaker 


The  Burroughs 

Bookkeeping  Machine  for 


0»       "* 


Wholesalers  &  Jobbers 


WHOLESALE    DISTRICT.     NEW     YORK    CITY. -PHOTO     BY     LEVICK 


ISSUED  BY  THE  DEPARTMENT  OF  SYSTEM  SERVICE 

Burroughs  Adding  Machine  Company 

Detroit,  Michigan,  U.  S.  A. 
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Eleven  column  Duplex  Burroughs.     Two 
adding  machines  in  one. 
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Eleven  column  single  key  statement  machine. 
Prints  month,  day  and  amount 
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fractions  in  eighths 
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Nine  column  Duplex  machine  to  print 

dates  and  add  amounts  or  to  count 

items  and  add  amounts 


The  New  Burroughs 
Bookkeeping  Machine 

THE  Burroughs  is  essentially  an  adding  and 
listing  machine;  but  as  wider  fields  for  its  use- 
fulness have  been  developed,  it  has  been 
found  as  well  adapted  to  do  so  many  different  things 
in  accounting  work,  that  it  has  earned  the  name 
"Burroughs  Bookkeeping  Machine,"  for  with  it 
annoying,  brain  fagging  details  can  be  handled  with 
ease  and  dispatch.  Our  new  machines  with  the  new 
features,  which  are  the  latest  developments  of 
mechanical  genius,  are  the  means  of  eliminating  the 
drudgery  of  keeping  books. 

They  are  made  in  different  sizes  with  six, 
seven,  nine,  eleven,  thirteen,  fifteen  and 
seventeen  columns  of  keys.  Printing 
carriages  are  made  to  accommodate  paper 
2,'8",  lOi",  12i"  and  18"  wide.  Built  with 
electric  drive  if  desired.  Can  be  equipped 
for  listing  and  adding  dollars  and  cents,  feet 
and  inches— fractions  of  quarters,  eighths 
and  sixteenths— hours  and  minutes,  tons  and 
hundred  weights,  dates  and  amounts.  Will 
add,  multiply,  subtiact  and  divide,  carry 
totals  of  each  operation  for  a  grand  total. 
Has  stationary,  shuttle  or  cross  tabulating 
carriages  as  desired.  Can  be  equipped  with 
special  keys  to  print  abbreviated  des- 
criptions, which  are  sometimes  necessary 
in  the  wholesale  business. 
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Thirteen  column  Duplex  statement  machine  with 
nine  special  keys  for  terms 
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Fifteen  column  statement  machine  with  eleven  special  keys 
for  abbreviated  descriptions  and  terms. 
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The  thirteen, fifteen 
or  seventeen  col- 
umn Burroughs  are 
often  equipped  with 
variable  split  de- 
vice which  can  be 
set  to  split  the  key- 
board into  several 
sections,  making 
it  possible  to  list 
and  add  a  different 
set  of  items  in  each 
section  like  several 
machines,  each  one 
operating  by  itself 
yet  all  under  one 
control. 
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Fifteen  column  Burroughs  can  be  split  into  several  sections 
to  add  like  several  machines 


Seventeen  column  machine.    Keyboard  may  be  split  into  sectio 
yet  all  under  one  control 
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A  W^holesale  District  in  Seattle,  Wash. 
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A  Wholesale  District  in  New  York  City. 


Burroughs  Bookkeeping  Machines 
In  The  Wholesale  Business 


T/ie  exchanging  of  ideas  antong  progress!  ve  concerns 
is  the  surest  way  to  keep   abreast   with   the  times 


rHE    BURROUGHS 
INSPECTION    SERVICE 


'TPHE  object  of  this  folder  is  to  lay  before  you  in  a  con- 
cise   manner,   simple  up-to-date  methods  used  by 
various  wholesalers  to  increase   the  efficiency   of  their 
office   force,    to   decrease    the 
drudgery  of  routine  work,  and 
to  make  possible  the  compiling  of 
detailed  daily  reports,  so  vital  to 
the    welfare    of  every   concern. 

Permanent  business  success 
must  always  be  based  on  accur- 
ate occounting  records— so  that 
you  can  tell  at  any  moment  what  is 
yourdailyaverage  of  sales — what 
is  the  percentage  of  profit  in 
any  department— what  is  the 
standing  on  accounts  receivable. 

These  tremendous  advantages 
have  hastened  the  advance  of 
many  wholesale  concerns  who 
have  adopted  mechanical  ac- 
counting. 

We  have  endeavored  to  explain 
by  illustrations  and  descriptions 
different  ways  in  which  various 
forms  and  reports  may  be  com- 
piled to  produce  neater  and  ac- 
curate records,  and  with  a  saving 
of  time  that  will  pay  any  concern 
large  or  small  to  investigate. 
Mechanical  accounting  relieves 
detail  work,  bringing  the  em- 
ployes more  closely  in  touch 
with  their  superior  officers,  and 
making  them  more  loyal  and  efficient.  With  the  aid  of 
a  Burroughs,  the  general  manager  has  at  his  fingers'  ends 
at  any  time  accurate  detailed  records  of  the  business, 


'pHE  life  of  any  machine 
depends  largely  upon 
the  care  that  is  taken 
of  it. 

^Vhile  Burroughs  Ma- 
chines will  last  a  business 
lifetime,  they  should  be 
oiled  and  cleaned  and  look- 
ed over  regularly  to  insure 
maximum  service. 

Service  Stations  are  lo- 
cated in  all  parts  of  the 
United  States  and  Canada 
where  railroad  facilities 
enable  the  travelling  in- 
spectors to  cover  all  ad- 
joining territories  without 
delay  in  case  of  emerg- 
encies. For  example;  as- 
sume that  your  machine 
met  with  an  accident.  A 
phone  call  to  one  of  our 
nearest  Service  Stations 
will  bring  an  inspector 
to  you  without  delay,  and 
if  necessary  a  new  ma- 
chine for  you  to  use  until 
yours  can  be  again  placed 
in  working  order.  For 
such  service  the  Bur- 
roughs Adding  Machine 
Company  spends  $300,000 
annually  and  the  value 
of  this  service  to  you  can- 
not be  overestimated. 


which  can  be  produced  daily  with  much  less  work  than 
is  required  when  gotten  up  monthly,  or  semi-annually, 
without  the  use  of  a  Burroughs. 

The  reproductions  may  not 
in  all  respects  prove  applicable 
to  your  particular  work,  but  the 
majority  of  uses  mentioned  will 
no  doubt  give  you  valuable  ideas 
of  some  practical  advantages  to 
be  gained  by  the  adoption  of 
mechanical  accounting  in  con- 
nection with  your  office  work. 

Each  form  was  selected  from 
hundreds  in  our  data  files,  and 
carries  with  it  many  valuable 
ideas  of  some  particular  advan- 
tage to  be  gained  by  the  use  of 
a  Burroughs. 

In  cases  where  conditions  arise 
that  are  not  covered  or  referred 
to  in  this  folder,  we  earnestly 
request  that  the  details  of  such 
conditions  be  sent  to  our  System 
Service  Department,  that  they, 
with  their  varied  knowledge,  and 
data  gathered  from  other  con- 
cerns, may  be  able  to  help  you 
develop  plans  and  rule  up  forms 
which  can  be  used  with  the 
Burroughs  to  produce  neat  and 
accurate  records  at  a  steady 
saving.  In  fact  you  will  find 
that  with  the  methods  outlined 
in  this  book  and  others  which  we  will  be  glad  to  sug- 
gest— your  accounting  department  can  do  more  work  in 
less  time  and  with  less  effort. 


THE       BURROUGHS 
SYSTEM      SERVICE 

/^UR  System  Service  Department 
is  maintained  for  the  purpose 
of  exchanging  accounting  infor- 
mation and  ideas  of  office  routine 
short  cuts  among  bookkeepers, 
accountants  and  office  managers 
of  the  country.  Our  service  in  no 
^A^ay  takes  the  place  of  the  work 
of  expert  accountants,  auditors  or 
systematizers.  This  department 
merely  acts  as  a  clearing  house  of 
ideas.  We  publish  booklets  and 
folders  which  illustrate  and  de- 
scribe the  most  important  uses  of 
our  different  style  machines  in  all 
lines  of  business.  These  will  be 
sent  out  free  of  charge,  post  paid, 
to  anyone  interested. 

V/e  offer  without  charge  the 
experience  and  methods  of  others 
who  have  adopted  mechanical 
accounting  safeguards  to  insure 
accuracy  in  handling  accounts. 
It  is  our  work  to  get  you  to  realize 
the  simple  fact  that  any  man  who 
handles  figures  in  the  old  way  is 
wasting  precious  time  and  is  los- 
ing money  and  energy. 

Any  information  ^ve  have 
in  our  data  files  is  yours  for  the 
asking,  and  if  you  desire,  we  will 
arrange  to  have  a  representa- 
tive call  on  you  to  study  your 
office  problems  with  you,  and  to 
offer  suggestions. 
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Short  Cuts  in  Routine  Work 
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SPACE  will  not  permit  us  to  illustrate  many 
important  uses  commonly  employed  by 
our  present  users,  but  in  order  for  you  to 
fully  comprehend  the  range  of  uses,  we  have 
devoted  this  page  to  short  descriptions  oi 
various  adaptations  which  have  proven  prac- 
tical. All  of  the  uses  mentioned  we  have 
illustrated  and  described  in  detail  in  special 
folders  which  will  be  forwarded  to  you,  no 
charge,  promptly  upon  receipt  of  your  request. 
When  writing  ask  for  General  or  Pay  Roll 
Folder. 

Daily  Proof  of  Posting 

THE  plan  employed  by  many  of  our  users 
consists  in  putting  a  small  colored  ticket, 
which  is  supplied  by  us  no  charge,  at  the 
page  to  which  an  item  has  been  posted. 
When  more  than  one  ledger  is  used,  the  foot- 
ings of  the  debit  and  credit  postings  are  taken 
off  of  each  ledger  onto  a  sheet  in  the  adding 
machine,  which  can  be  ruled  up  for  that  pur- 
pose. These  footings  should  compare  with 
the  total  credits  and  total  debits  for  that  day. 
When  no  journal  is  used  these  footings  can  be 
taken  directly  from  the  cash  received  record 
invoices  and  the  credit  memoranda  issued. 
If  the  footings  of  the  source  of  original  entry 
correspond  with  the  footings  of  the  proof  sheet 
the  ledger  is  considered  to  be  in  balance  and 
a  trial  balance  therefore  is  not  necessary 
until  the  end  of  the  fiscal  year  when  the 
books  are  closed. 

Some  concerns  who  have  a  large  number  ot 
open  accounts  use  various  thin  markers  in 
four  colors  when  posting.  For  instance,  the 
G.  Chalmers  and  Co.,  Wholesale  General 
Merchandise,  of  St.  Paul,  Minnesota,  use  a 
red  ticket  for  debit  merchandise,  yellow  for 
credit  merchandise,  green  for  debit  cash  and 
blue  for  credit  cash.  This  enables  them  to 
go  through  each  one  very  easily  when  the 
proof  is  taken  off  from  the  ledger.  They  have 
their  proof  sheet  arranged  in  four  columns  to 
take  care  of  each  style  ticket,  and  the  footing 
is  posted  to  the  controlling  account  in  the 
general  ledger.  They  claim  that  with  this 
system  only  a  half  hour's  time  is  required  to 
balance  of  any  or  all  ledgers. 

Daily  Ledger  Balance 

WITH'the  Burroughs  a  daily  balance  of 
the  ledger  has  been  made  most  prac- 
ticable. By  having  a  balance  column  in  the 
sales  ledger,  a  concern  can  in  this  way 
balance  each  day  the  same  as  the  bank  and 
do  it  in  a  very  short  space  of  time.  It  is  in 
reality  a  daily  trial  balance,  which  does  away 
entirely  with  the  taking  of  the  trial  balance 
monthly,  or  if  a  trial  balance  is  desired  it  is 
iust  a  matter  of  a  few  minutes. 

Trial  I-■:^    ■     ' 

THE  Burroughs  trial  balance  system,  proof 
of  posting  and  daily  ledger  balance 
systems  are  co-operative.  If  the  postings  have 
been  proven  every  day,  the  trial  balance  will 
be  correct  even  if  taken  only  semi-annually. 
The  writing  of  names  is  being  recognized 
throughout  the  country  as  unnecessary  labor. 
All  accounts  may  be  identified  by  numbers 
instead;  and  the  folio  number  and  debit  and 
credit  balance  listed  on  the  Burroughs  in  one 
operation.  We  have  a  special  folder  illustrat- 
ing many  different  kinds  of  trial  balance  sheets 
now  in  use. 


Checking  Invoices 

THE  Union  Paper  &  Twine  Company  of 
Detroit  uses  a  nine  column  machine  for 
checking  invoices.  Their  system  is  very 
unique  in  the  respect  that  it  serves  a  double 
purpose,  viz.,  that  of  checking  the  invoices 
and  arranging  them  for  payment  on  the  dates 
which  will  secure  for  them  the  cash  discount. 
The  auditor  separates  the  invoices  into  groups 
to  be  paid  on  certain  dates.  As  he  knows 
what  obligations  the  firm  will  be  able  to  meet 
he  arranges  the  groups  into  sizes  accordingly. 
The  amounts  are  run  off  on  the  adding  ma- 
chine and  the  slip  pinned  to  the  invoice  and 
filed  under  the  first  date  a  payment  is  to  be 
made. 

The  form  below  can  be  explained  as  fol- 
lows :  The  first  two  symbols  are  clear  signals 
of  the  lower  and  upper  counters  of  the  duplex 
machine.  Figure  "6"  with  the  eliminating 
symbol  designates  the  month.  Figure  "  9  " 
with  the  eliminating  symbol  designates  the 
day  of  the  month  which  is  the  date  on  which 
the  invoices  are  to  be  pulled  from  the  files  and 
the  first  payment  made.  The  first  four  figures 
in  the  left  hand  column  are  the  dates  on  which 
the  items  were  billed.  A  transfer  total  is  taken 
of  this  group  of  items,  thus  retaining  the 
amount  in  the  other  half  of  the  adding  ma- 
chine. The  figure  "3"  in  the  left  hand  column 
is  the  per  cent  discount  to  be  deducted.  On 
the  9th  day  of  June  the  discount  is  figured  in 
long  hand  and  the  amount  paid.  The  book- 
keeper then  checks  the  next  day  on  which  a 
payment  is  to  be  made.     In  this  case  the  22nd 
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of  June.  By  taking  a  transfer  total  of  each 
group  a  grand  total  can  be  taken  when  the 
items  have  been  divided  and  printed  which 
should  prove  with  the  total  of  the  invoices. 


Pay  Rolls 

THE  Burroughs  pay  roll  machine  can  be 
used  where  the  time  keeping  system 
is  complicated  or  in  straight  time  keeping 
where  no  cost  department  is  maintained. 
We  publish  a  16  page  folder  devoted  entirely 
to  the  uses  of  the  Burroughs  in  pay  roll  work 
in  various  lines  of  business.  The  pay  envel- 
opes can  also  be  run  through  the  Burroughs, 
the  workman's  number  being  listed  and  his 
wage  listed  and  added.  The  total  which 
appears  on  the  adding  wheels  and  all  of  the 
envelopes,  when  thus  prepared,  should  check 
against  the  pay  roll  sheet  and  against  the 
amount  drawn  from  the  bank. 


Petty  Cash 

THE  Burroughs  Imprest  Cash  System  fur- 
nishes an  effective  check  against  loss 
through  carelessness  or  dishonesty  in  the 
handling  of  petty  cash,  gives  a  consecutively 
numbered  voucher  for  each  expense  item, 
simplifies  the  distribution  to  proper  accounts 
and  makes  it  possible  to  balance  petty  cash 
at  a  moment's  notice.  This  system  is  plainly 
illustrated  and  fully  described  in  our  General 
Folder. 


Voucher  Records 

MANY  firms  who  make  a  practice  of  dis- 
counting all  or  nearly  all  of  their  bills, 
have  discarded  the  purchase  ledger  of  all  bills 
as  received,  filing  them  in  an  indexed  file  for 
payment  before  expiration  of  the  discount 
period. 

By  the  use  of  the  Burroughs  equipped  with 
a  Split  and  Normal  keyboard,  this  work  can 
be  greatly  simplified,  as  the  voucher  or  check 
number  and  amount  can  be  listed  and  added 
in  one  operation. 

Freight  and  Cartage  Bills 

WITH  a  wide  machine  or  a  No.  9  Duplex, 
freight  bills  and  cartage  can  be  added 
and  listed  daily  in  one  operation.  It  can  also 
be  used  advantageously  in  checking  the  cor- 
rectness of  footings  and  extensions  on  freight 
and  cartage  bills.  It  will  save  time  and  insure 
accuracy  in  verifying  footings  of  these  accounts 
in  the  general  books. 
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Monthly  Statements 

/^NE  of  the  greatest  savings  of  time  and 
energy  through  the  use  of  the  adding 
machine  in  the  wholesale  business  is  the 
making  of  monthly  statements.  With  the 
Burroughs  it  is  possible  to  make  statements 
of  any  description,  printing  the  month, 
day,  description,  quantity,  terms  and  both 
debit  and  credit  amounts;  then  to  subtract 
the  credits,  printing  the  balance,  which 
mechanically  proves  each  statement. 

Special  terms  for  each  item  of  the  state- 
ment can  be  printed  as  special  keys  are 
made  to  print  any  terms,  descriptions  or 
marks  of  any  kind  desired.  In  this  way  a 
neat  statement,  uniform  in  appearance,  is 
produced. 

Multiple  copies  of  the  statement  can  be 
run  on  the  machine  in  one  operation,  the 
various  carbons  being  used  by  many  con- 
cerns for  office  or  branch  office  records. 
The  statement  machines  have  developed 
into  such  a  diversity  of  uses  that  we  now 
issue  a  special  folder  illustrating  and 
describing  many  of  the  uses  in  various 
lines  of  business.  This  folder  will  be  sent 
to  you,  no  charge,  immediately  upon 
receipt  of  your  request. 


Snecial  Terms  Printed 

^^E  have  illustrated  on  this  page  a  state- 
ment form  in  use  by  the  Lindsay  Bros., 
of  Minneapolis,  Minn.  This  form  is  a 
reproduction  of  one  of  their  statements 
made  on  a  Burroughs  13  column  duplex 
statement  machine  on  which  they  print 
the  month,  date  due,  date  and  amount  in 
one  operation.  Their  machine  is  fitted 
with  15  special  characters,  these  special 
keys  being  arranged  in  the  ninth  and  tenth 
banks  of  the  keyboard,  such  as  illustrated 
below.  This  statement  form  is  arranged 
also  for  outlook  envelopes. 

The  total  debits  are  printed  in  the  upper 
counter  and  a  sub-total  printed  as  shown, 
thus  retaining  the  amount  in  the  machine. 
The  credits  are  printed  in  the  lower  counter 
and  a  total  printed  directly  below  the  total 
debits.  The  complement  cf  the  total  credits 
is  then  placed  in  the  upper  counter  and 
subtracted  in  the  regular  way  with  the 
carriage  back;  next  the  balance  is  printed 
from  the  upper  counter. 
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A  Short  Method 

Burroughs  Adding  Machine  Co., 
Detroit,  Mich. 
Gentlemen:^In  our  Sales  Department 
we  use  monthly  statements  printed  in 
rolls,  running  them  first  through  the  ad- 
ding machine  to  get  the  amounts.  The 
statements  are  not  separated  until  after 
running  them  through  the  typewriter  to 
insert  name,  address  and  date.  ^Ve  found 
that  it  saved  time  to  insert  dates  on  the 
typewriter.  We  use  the  same  practice 
with  the  miners'  statements. 

Again  referring  to  the  pay  roll,  would 
say  we  take  off  a  list  of  cash  balances 
from  the  miners'  ledger  with  name 
opposite,  and  on  pay  days  this  list  is 
before  me  for  comparison  with  the  miners' 
statements  as  a  further  check  in  paying 
the  men.        Very  truly  yours, 

WOOLDRIDGE  JELLICO  COAL  CO. 
W^ooldridge,  Tennessee, 
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Saves  7  1-2  Hours  a  Day 

Burroughs  Adding  Machine  Co., 
Detroit,  Mich. 

Gentlemen:— Answering  your  letter  oi 
the  26th,  beg  to  state  that  we  use  our 
Burroughs  in  numerous  ways;  the  princi- 
pal and  greatest  help  we  find  the  machine 
to  be  on  account  of  the  volume,  is  general 
listing,  but  nearly  equally  as  important, 
three  other  uses  to  which  we  put  the 
machine,  to  make  monthly  trial  balance, 
listing  sales  record  of  house  and  salesmen 
sales.  The  making  of  statements  is  pos- 
sibly taking  everything  into  considera- 
tion, the  most  important.  Our  book- 
keeper does  this  in  two  and  one-half 
hours  on  the  machine.  The  same  work 
formerly  took  about  ten  hours. 

Trusting  that  this  answers  youi  in- 
quiry, we  are,      Vours  truly, 

ARKANSAS  GROCER  CO., 
Blytheville,  Ark. 
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Sales  Follow  Up  Record 

■\^HEN  the   operator    is    run- 
ning off  the    statements    a 
Burroughs  Proof  of  Posting  mark- 
er is  placed  at  all  accounts  that 
have  not  ordered  anything  during 
the  last  month.    A  list  of  these 
names  is  taken   off  on    a    sheet, 
which  is  then  placed  in  the  adding 
machine  and  the  amounts  of  the 
previous  balances   inserted  after 
the  names.    When  the  record  is 
completed,  a  total  is  taken,  show- 
ing the  amount  of  business  short 
on    the    previous    month's    sales 
from    these    people.    This  list  is 
handed  to  theSalesManager.who 
usually  dictates  a  personal  letter 
to  each  of  them. 
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We  render  a  statement  every  month  for  all  bilU  whether  due  or  not.  for  the  purpose  of  comparison. 
If  you  find  any  errors,  kindly  advise  us'wiihout  delay. 

TO  SAVE  DISCOUNT.  BILLS  MUST  BE  PAID  PROMPTLY.     PLEASE  SEND  THIS  STATEMENT 
WITH  YOUR   REMITTANCE;     IT  WILL  BE  RETURNED   RECEIPTED. 

Form  for  30  Day  Terms 

'J^HE  statement  form  illustrated  shows 
very  nicely  the  use  of  our  11  column 
single  key  duplex  statement  machine  in 
making  out  statements  where  it  is  neces- 
sary to  itemize  previous  monthly  balances 
and  show  the  amount  past  due.  With  our 
duplex  or  double  adding  machine,  the 
transfer  total  is  taken  of  the  past  due 
accounts,  thus  still  holding  the  amount  in 
one  half  of  the  machine.  The  debits  are 
next  printed  in  the  upper  counter  and  a 
sub-total  taken.  The  subtraction  is  then 
performed  mentally  and  the  balance  set 
into  the  machine  in  the  upper  counter. 
The  accumulation  then  appearing  on  the 
adding  wheels  will  equal  the  total  amount 
of  debits,  thus  mechanically  proving  the 
statement  to  be  correct. 


The  Time  Saved 

pOR  periodical  statement  work  our 
single  key  statement  machine  has 
an  advantage  over  all  others,  of  tremen- 
dous importance — the  accomplishment  in 
one  operation  of  printing  the  month,  day, 
Dr.,  Cr.  and  Bal.  This,  together  with  the 
possibility  of  proving  the  ledger  footings,  is 
an  arrangement  that  greatly  facilitates  the 
routine  of  statement  work.  A  Burroughs 
operator  can  place  a  statement  blank  in  the 
machine,  print  one  item  and  remove  the 
statement  in  less  time  than  it  takes  to 
write  it  by  hand.  The  more  details  that 
are  connected  with  the  making  of  your 
statements,  the  more  time  a  Burroughs 
can  save  you.  Special  keyboards  and  keys 
can  be  supplied  to  handle  special  columns 
and  special  insertions. 

Just  a  word  about  accuracy  and  neatness. 
Merchants,  manufacturers,  wholesalers  and 
retailers  send  out  statements  to  people 
with  whom  they  are  not  personally  ac- 
quainted, and  those  customers  frequently, 
and  in  fact,  generally,  view  your  corres- 
pondence, invoices,  statements,  etc.,  as  a 
basis  from  which  to  determine  your  style 
of  operation,  your  rating  and  prestige. 
Thousands  of  retailers,  wholesalers,  jobbers 
and  manufacturers  are  using  the  statement 
machines — because  they  save  real  money. 
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THE    Duplex 
^    Model  is 
equipped    with 
two  sets  ofadd- 
ing  wheels    to 
accumu  late 
two    separate 
totals    at  the 
same    time. 
When     the 
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sition items 
maybe  accum- 
ulated   in    the 
upper    set    of 
adding  wheels. 
When    in    the 
lower   count- 
er"   position 
the    items    are 
accumul  ated 
i  n  the   I  ov/c  r 
set    of  adding 
wheels. 

Si^ 

p5'^ 

■BH 
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CARPENTER  PAPER  CO.,  OMAHA,   NEB. 

PRINTING 

II 

WRAPPING                                                                       STATIONERY 

SALES                                            COSTS 

SALES 

1                    COSTS 

SALES 

COSTS 

PERSONAL            .;:- 

PERSONAL                   .;;. 

PERSONAL            o, 

1  2.5  3 

1  0.2  5 

1.2  3 

1.0  0 

2.3  5 

2.11 

2  3.76 

2  0.45 

7.0  5 

5.7  5 

2.12 

1.9  5 

1  5.7  8 

1  2.3  6 

2  3.52 

2  0.18 

5.7  5 

5.2  5 

1  1.0  7 

9.0  2 

3.8  9 

2.7  5 

4.9  0 

4.3  8 

2  3.90 

2  0.10 

12.60 

1  0  .3  5 

1  4.7  5 

1  1.9  5 

1 

1  5.12 

1  3  .6  9  -"- 

12.35 

1  0.14 

4  8.2  9 

4  0  .0  3  -"- 

MAIL 

1  1  4  .1  4 

9  4  .2  7  ■"- 

1 

AIL 

2.4  5 

2.0  1 

MA) 

1 

1.0  1 

.7  9 

2.8  9 

2.0  5 

L 

13.05 

1  0.1  8 

13.75 

1  1.0  5 

1  7  5  .8  9 

1  5  0 .3  0 

1.10 

.8  5 

1  4  4  .0  0 

1  1  0  .1  0 

2.3  5 

2.18 

1  2  0 .3  5 

1  1  0  .0  8 

3.8  9 

3.0  1 

1  6  3  .0  9 

1  2  5  .2  1  s 

1  2.4  5 

9.7  8 

1  3  5  .5  1 

1  2  1 .9  0  s 

1  5.12 

1  3.6  9 

1.7  5 

1.2  5 

4  8.2  9 

4  0.0  3 

1  7  8  .2  1 

1  3  8  .9  0  -"- 

1  9  6  .3  3 

CONTR 

2, 3  6  5  .0  9 

2  4  5  .6  5 

2,  6  1  0 .7  4 
1  1  4  .1  4 
1-9  6.3  3 

1  6  6  .5  2  " 
ACT 

2, 1  2  2  .0  1 

2  2  2  .2  3 

2, 3  4  4  .2  4  s 
9  4.2  7 
1  6  6  .5  2 

1  8  3  .8  0 

1  6  1 .9  3  -"- 

Kansas  City,  Mo.,  June  5th,  1911. 
Burroughs  Adding  Machine  Co. 

Gentlemen — Our  recapitulation  work  is  done  on  the  Burroughs.     We  make 
this  from  the  sales  orders  and  with  the  orders  as  a   guide,  post    from    the 
recap,  sheet.     In  other  words  it  is  our  journal  for  our  sales.     This  has  been  a 
great  help  to  us  for  we  can  not  only  list  them  faster  but  have  them  added 
when  the  page  is  completed.    Then  by  use  of  the  check  figure  in  posting,  we 
have  eliminated  most  all  of  the  errors  of  posting.     However,  a  great  saving 
to  us  also  has  been  in  the  making  of  statements.    This  alone  has  amounted 
to  a  saving  of  about  two  hours  a  day  to  each  of  the  three  bookkeepers.     In 
fact  it  has  cut  this  work  half  in  two,  as  we  formerly  spentsomethinglikefour 
hours  a  day  on  this  work. 

Trusting  that  this  will  be  of  some  use  to  you.  I  am 
Yours  respectfully, 

W.  L.  Weis, 

RiDENOUR  Baker  Mer.  Co. 

2, 9  2  1 .2  1 

2,  6  0  5  .0  3  -"- 

This  lorm  can  be  made  any  lenjfth  desired. 


Classified  Recap,  of  Sales  Showing  Costs 


'  I  ''HE  Carpenter  Paper  Company,  of 
Omaha,  Neb.,  use  a  15  Split  Column 
Machine  in  compiling  daily  sales  and  proof 
sheets  for  each  salesman.  Their  business  is 
divided  into  three  divisions,  printing  paper, 
wrapping  paper  and  stationery  paper. 
Any  one  salesman  may  sell  goods  from  one  or 
all  three  departments.  Orders  are  written  on 
blanks  which  are  ruled  especially  to  show 
these  divisions.  This  makes  it  very  easy  to 
handle  in  departments  and  also  to  recapitu- 
late the  total  sales.  In  this  way  a  record  is 
kept  of  the  various  classes  of  orders  and  each 
salesman  is  credited  for  all  sales  received 
through  the  mails;  also  for  all  contract  sales. 


In  order  to  obtain  a  total  of  each  division 
the  above  form  has  been  worked  out.  You  will 
note  that  the  salesman's  number  is  printed 
with  the  eliminating  key  depressed.  The 
sales  and  costs  (the  latter  having  been  figured 
by  the  Cost  Department)  are  printed  in  one 
operation — the  sales  on  the  left  half  of  the 
machine  and  the  costs  on  the  right  half.  The 
sales  slips  being  divided  into  divisions,  the 
personal  sales  are  entered  first  and  a  total 
taken,  then  the  mail  order  sales  are  next 
entered  and  a  total  taken.  The  contract 
orders  are  next  entered  and  instead  of  taking 
a  total,  a  sub-total  is  taken.  The  previous 
two  totals  are  then  set  into  the  machine, 
printed  and  a  grand  total  taken,  showing  the 


total  sales  for  that  one  salesman  for  printing 
paper.  This  operation  is  repeated  in  the  divi- 
sion of  wrapping  paper  and  stationery.  These 
totals  are  then  posted  in  their  sales  ledger 
which  is  especially  ruled  to  take  care  of  the 
divisions. 

Twice  a  month,  usually  on  the  15th  and 
30th,  a  summary  is  taken  from  the  sales 
ledger  for  each  salesman,  to  obtain  the  total 
personal,  mail  and  contract  sales,  the  costs, 
the  margin  and  the  per  cent  of  gross  profit. 

The  Carpenter  Paper  Company  use  their 
split  machines  also  in  making  out  their  month- 
ly statements,  in  compiling  their  sales  sheets 
and  in  taking  off  their  trial  balances. 
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JAMES    B.    CLOW    &.    SONS,    CHICAGO 

RECAPITULATION    OF    SALES 


LEDGER 


COUNTRY 


OA^ 


June   3,    1911 


k3 


IVA 

5  0.0  0 

3  3  5  .0  0 

2  4.7  5 

6  7 .0  0 

3.4  5 

7  5.2  5 

2  3.68 

6  3.53 

1  4  2 .8  4 

3  3.00 

3  5  6 .4  4 

2.4  5 

7.7  5 

4.5  0 

5  0.65 

2  5.35 

6  5.79 

1  2  5 .9  0 

1  4  5  7  .3  3  s 

2  5  4  6  .8  6 


4  0  0  4  .1  9 


2 

4  0.0  0 

5  6  5  .3  4 

2.0  0 

13.56 

7  6.2  4 

5  6  7  .2  6 

2  3.45 

5.0  0 

9  8.2  5 

1  3  5  .7  5 

5  4  4  .0  4 

3  0.56 

6  5.20 

2  3.20 

5  5.4  0 

4  4.00 

2  3.00 

6  8.4  5 

2  4.6  5 

1  3  4  .9  0 

6  7.80 

3  6.4  5 

7  2.57 

1  5  0  .2  5 

2  8  6  7 .3  2  s 


3  9  7  6  .2  5 
6  8  4  3  .5  7  -"- 


Recapitulation  by  Ledgers 

THE  recapitulation  of  sales  in  ledger  divisions  is  shown  very 
nicely  by  the  above  illustration  and  can  be  made  on  any 
size  or  style  Burroughs.  A  similar  form  can  be  used  in  the  re- 
capitulation of  sales  by  salesmen,  commodities,  departments, 
territories  or  in  fact  any  division  desired,  as  in  each  case  the 
different  subjects  can  be  designated  by  a  number  at  the  top  of 
each  column  of  figures. 

The  numbers  1#,  2#,  3#,  4#,  and  5#,  printed  at  the  head  of 
each  column,  with  the  eliminating  key  depressed,  represent,  in 
this  case,  the  various  country  ledgers.  After  the  first  day's  recap, 
a  sub-total  is  taken  daily  for  each  ledger  and  the  previous  grand 
total  added.  By  this  method  a  bookkeeper  is  in  a  position  to 
give  his  employer  instantly  at  any  time  the  day's  shipment  or 
the  total  sales  to  date.  These  sheets  are  then  put  in  a  loose 
leaf  binder  as  a  reference,  which  takes  much  less  time  than  to 
add  the  amounts  mentally  and  place  them  at  the  foot  of  the  sales 
book  and  carry  them  forward  daily  in  the  old  way. 

The  James  B.  Clow  &  Sons  Co.,  of  Chicago,  in  keeping 
with  the  times,  have  discontinued  the  use  of  the  sales  book  and 
are  using  carbon  copies  of  their  invoices  as  a  posting  medium. 
These  are  made  in  multiple  copies  and  are  sorted,  first  for  city 
and  county  ledgers,  then  for  the  several  ledgers  of  each  division; 
the  multiple  copies  enabling  all  bookkeepers  of  the  various 
ledgers  to  be  posting  at  the  same  time. 


3VA 

4^h 

5^1- 

3  2.56 

8  0  0 .0  0 

1  0  0 .0  0 

6  5.6  5 

9  9.0  0 

2  2.0  0 

7.8  9 

5  0  0 .0  0 

4  5.0  0 

1.2  0 

6  6.0  0 

6.6  6 

3  0.0  0 

9.0  0 

8.9  0 

6.5  4 

1  0  0 .0  0 

6  6.6  0 

2  4.6  2 

3  4.5  0 

3  4.5  6 

6  5.22 

5.2  5 

7  8.0  0 

5  4.68 

6  7.75 

6  0  0 .0  0 

w  &  Sons 

^f  Harrison  St. 

M  SMITH, 
MADISON,   Wise 


6/3/11 


Blk.  pipe 
-C.  I.  Tees 
Mall  Ells 
Blk.  Nipples 


.2  7 

4.0  0 

.12 

.1  5 


3  4 

2  4 

1 

7 

67 


.3  6 

.0  0 
.4  4 
.2  0 

.0  0 


Multiple  copies  of  the  invoices  made  by  the  use  of  carbon 
permit  the  sevenil  bookkeepers  to  sort  sales  by  various  ledgers 
80  that  all  posting  can  be  done  without  v/aiting  one  for  the  other. 

This  invoice  illustrates  how  a  15  column  machine  split  be- 
tween the  7th  and  8th  columns  can  be  used  for  listing  and 
adding  the  amounts  upon  invoices. 
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RECAPITULATION   OF 

SALtb 

DEPT.   A                - 

-X- 

DEPT.    B 

1                 DEPT      C 

OFPT      O 

IVA 

1  2.7  5 

4  0.0  0 

3  5  .0  0     , 

.  8  3  .9  5 

1  0.0  0 

1  0.0  0 

1  5.0  0 

6  5.00 

6.7  5 

•5.25 

2  7.5  0 

2  2  .7  5 

1  2.0  0 

7.9  0     ^ 

1  4  2  .5  0  f 

3  7.5  0 

1  2  8 .9  5  T 

1  1  9  .9  0  T 

2^^ 

1  0.2  5 

1  2.5  0 

3  4  .5  0     * 

8.7  5 

2  4.60 

2  6.7  5 

3  5.6  0 

1  5.8  0 

1  5.8  5 

2  2  .4  0 

6  4.75 
12.25 

5  8.9  0 

7  7  .0  0  T 

1  2  9  .9  0  T 

1  3  6  .0  0  f 

3^/- 

■ 

i 

1  6.7  5 

7  5.5  0 

6  4.75 

2  4  .5  0 

2  4.5  0 

4  5.0  0 

3  6.0  0 

4  3.4  0 

3  7.5  0 

3  2.4  5 

4  0.10 

5.5  0 

7  8.9  0 

7.5  0 

7  8  .7  5  T 

1  4  0  .8  5  T 

2  3  1 .8  5  T 

8  0 .9  0  T 

2  7  9  .0  5  T 


5  8  7 .5  5  f 


974.7  5t1254.4  5t   752.3  5t1435.3  5t 


i 

1 

f                        TOTALS 

f 

- 

A-FURNITURE 

/^ 

7 

¥- 

^ 

B-CARPET 

J 

C-ORAPERY 

D-HARDWARE 

^ 

.r 

o 

o 

E-DESK 

:z- 

f 

^r 

0 

r-LlNEN 

/ 

G-ART 

^ 

o 

O 

' 

H-PIANO 

K-ORIENTALS 

^ 

o 

0 

a 

L-UPHOLSTERV 

TOTAL                               / 

sT 

7 

9 

sT 

V — 

/ 

New  Method  of  Recapitulating  Sales 


'  I  iHE  distribution  of  commodities  into  de- 
-*■  partments  is  sometimes  extended  on  the 
duplicate  invoice  or  shipping  order.  Barker 
Brothers,  Los  Angeles,  Calif.,  wholesalers  in 
household  and  ofSce  furnishings,  are  using  a 
specially  arranged  duplicate  invoice  sheet  to 
facilitate  a  recap,  of  this  kind.  The  half-tone 
illustration  is  a  reproduction  of  the  upper 
right  hand  section  of  their  duplicate  invoice. 
At  the  same  time  the  orders  are  priced  and 
extended  the  distributions  are  made  in  the 
distribution  section  as  illustrated.  Some  con- 
cerns that  are  not  using  specially  ruled  in- 
voices use  a  rubber  stamp  made  up  similar 
to  this  form,  while  in  other  cases  it  is  found 
much  more  convenient  to  simply  place  the 
department  initial  after  the  amount  of  each 
item  as  extended  on  the  invoice. 
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With  a  Burroughs  Duplex  Machine  a  re- 
capitulation of  thi)  kind  may  be  made  in  two 
operations — first  the  listing  of  one  sales- 
man's sales  in  each  of  several  departments 
getting  a  total  of  each  division  and  a  grand 
total  of  his  entire  sales.  Second,  the  list- 
ing of  the  department  totals  of  each  sales- 
man thus  obtained,  getting  the  total  sales  of 
each  department  and  a  grand  total  of  the 
entire  day's  business.  Each  group  of  sales 
is  headed  with  the  salesman's  number  printed 
with  the  eliminating  key  depressed.  This 
form  is  used  to  very  great  advantage  by  con- 
cerns employing  several  salesmen  all  selling 
from  many  departments. 

Due  to  the  lack  of  space  we  are  compelled 
to  cut  down  this  form,  the  original  being  12 
columns  wide.  Of  course  a  similar  sheet  can 
be  made  any  length  desired. 


HENRY     BOSCH     COMPANY,     CHICAGO 

COUNTRY   CASH    RECEIPTS 


NUMBER 

AMOUNT                    II      POSTAGE                EXCHANGE         '         DISCOUNT 

J , U , , 

NUMBEn        j 

''  II               I 

3  5  82l9  1         i!    33  2  ^-"i        1 .4  7  "//■ 

1 

2 
3 

4 
5 

11624 
2223  6 
2  9  040 
4  8332 

10200 

.4  5 
2  3 .4  9 

1  7L4  0 
l3  2 
.7  4 

A  5^1- 

3  2^^ 

.7  4* 

72  7  16/ 
72  72  Oi 
2  4  2  2  8 
2  8  7  16 
2  752  4 

6 
7 
8 
9 
10 

2  9  700 
2  4  4  52 
4  4  7  6  8 
54  24  0 
52  712 

4 

5 

6  5 

1  6 

3 

.7  8 
19 
65 
77 
1  7 

1 

14  6  4  8 
22  4  08 
3  5  74  4/ 
5  0  548 
3  8  6  5  8 

1  1 
12 
13    . 
14 
15 

10  15  2 
3  403  6  i 
6  7  4  4  0 
2  4  6  2  4 
10  152 

7f8  4 
1.2  6 

1  7i0  5 
li2  3 

1  3.6  0 

10 -If- 

4  5  0  0  4 
4  93  2  8\ 
45  508 
169  12/ 
3  4  5  161 

16 
17 
18 
19 
20 

19  13  6 
1  3  2  2  0 
3  892  8! 

3  64  60 

4  9  548 

2  8 .0  0  A 
4  1 .5  0  D 

119  2 
7  7  [3  5 

3  .3  4  D 

23168 ' 
10232 
4  7052  1 
3  4  056 
3  4  2  4  4 

21 
22 
23 

4  8  9  52 
17  5  2  8 
33012 

3  6. 
7. 

1. 

211) 
25  D 
28 

7  2^/- 

Ib^^ 

118  6  8 
3  8  6  64/ 
1 834  8  \ 

58 
59 
60 

14  9  5  6 

9  9  64 

3  6  9  4  4 

1  9  LO  0 

2  4  L6  2  A 
1  5 :1  0 

72  74  8 
2  6  5  4  8 
4  83  64 

61 
62 
63 
64 
65 

10356 
2  4  8  72 
4  4  2  64 

2  7440 
2  7  4  4  0 

2 
1  6 

1 

3  9 
2 

00 
27  D 
61 
.7  8  C 
1  8  C 

4lV^ 
22* 

6* 
.2  3* 

7  15  4  0 
32156 
12  100. 
3  7  7  6  8' 
2  9  824 

66 
67 
68 
69 
70 

i  4  84  32 

4  92  04 

3  4  4  4  4 

14  23  64 

133  07  6 

1  4  .4  5  C 
5  2  L4  0 

2  2f05 
10  16  2 

69  0 

.10* 

.15* 

8* 

4  7  7  5  7 
2  0  828) 
4  9  432 
32  8  7  6] 
2  004  0\ 

71 
72 

73 
74 

75 

52228 
17  104 

3  0  4  0  8 

4  6  5  12 
2  1544 

918  0  D 
7  8  19  4  D 

4  .0  0  D 
1  4  7  3  D 

8  02 

I 

9* 
.12* 

3  8  720 
3  654  0 
14256 
333  68   ' 
118  68^ 

504  112  s 

5.29  s 

1 

.7  6  s 

1.8  2  s 

( 

Explanation  of  this 

Rrr.nPiTiil  ATtON 

PAGE  1  4  •//•          GE^ 

ERAL  Cash    Rec  1 

form  given  on  o 

pposite  page. 

Actua 

1  size  of  s\ 

eet  12j"  by  16i",  punched  for  lo 

ose  leaf  bi 

nder.                        J 

NO. 

1911 

1    DISCOUNT  II 

' 

1,8  2   s 

I 

2 

3 

4 

:         1                        11         ^ 

e    1 

1 

7 

\          .1  2  *      8 

i                  11      9     1 

10 

!  11 

/ 

12 

13 

14 

"    15 

)'  ■          '  ^^  1 

2  5* 

17 
18 
19 
20 

21 

22 

23 

65 

66 

67 

68 

69 

70 

71 
72 
73 
74 
75 


{ 


2, .2  6 
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Numerical  Cash  Received  System 

^  I  ''HE  Henry  Bosch  Company,  of  Chicago,  wholesalers  in  painters' 
and  paper  hangers'  suppUes,  uses  a  numerical  cash  received 
system.  Their  country  customers  all  have  agency  numbers.  These 
numbers  are  either  put  on  every  piece  of  mail,  correspondence  to 
orders  that  come  in,  by  the  customers  themselves  or  if  they  omit  to 
insert  the  number,  index  clerks  look  them  up.  Every  piece  of  mail 
is  seen  to  bear  its  proper  number  before  it  is  allowed  to  leave  the 
incoming  mail  table.  After  all  cash  orders  and  remittances  have 
been  numbered  in  this  way,  they  are  immediately  run  off  on  the 
Cash  Receipts  Record  with  their  Burroughs  Machine. 

The  concerns  using  this  system  usually  run  a  triple  alphabetical 
index  file,  using  for  these  light  weight  paper  cut  into  small  slips  about 
2j^x4.  These  slips  are  usually  printed  during  the  operation  of 
billing.  If  the  firm  uses  a  ledger  card  system,  the  invoice,  shipping 
order,  first  and  second  ledger  card  and  the  three  index  slips  can  be 
made  out  in  one  operation.  The  slips  are  immediately  filed — one  in 
alphabetical  arrangement  according  to  customer's  name,  one  ac- 
cording to  town,  and  the  third  in  numerical  order  according  to  the 
customer's  number.  This  will  absolutely  avoid  every  possibility  of 
misfiling  which  under  ordinary  circumstances  causes  some  trouble 
in  finding  a  customer's  number  or  name  when  wanted. 

The  machine  work  in  the  illustration  shown  on  the  opposite  page 
was  made  with  a  15  Column  Burroughs  equipped  with  a  variable 
split  device.  The  number  and  amount  are  set  into  the  machine  and 
printed  in  one  operation.  The  amounts  in  the  columns  headed 
postage,  exchange  and  discount  are  scattered  items  and,  therefore, 
are  printed  with  the  eliminating  key  depressed,  the  stop  bar  being 
set  for  each  of  the  three  columns  so  the  carriage  may  be  shifted  to 
any  one  of  the  three  at  any  time.  These  amounts  are  afterwards 
readded  with  the  machine  split  to  add  the  three  columns  in  one 
operation.  A  total  is  then  taken.  A  sub-total  of  all  columns  can 
be  taken  if  the  remittances  require  more  than  one  set  of  columns. 
The  sheet  on  the  opposite  page  is  ruled  up  with  two  sets  of  columns, 
making  it  possible  to  list  150  items. 

The  Henry  Bosch  Company  had  their  machine  made  with  four 
special  keys  with  the  following  type:  "c"  standing  for  C.  O.  D.,  "a" 
for  account,  "o"  for  order  and  "d"  for  draft.  Owing  to  the  lack  of 
space  we  are  compelled  to  show  this  record  in  a  sectional  view,  the 
actual  size  of  same  being  163/^  x  12j^  and  made  to  fit  a  loose  leaf 
binder. 

Entering  cash  by  use  of  numbers  instead  of  the  customers'  names 
is  another  short  cut  in  bookkeeping  made  practical  by  the  adding 
machine.  We  supply  upon  request  a  folder,  no  charge,  explaining  a 
cash  received  system  whereby  journalizing  cash  can  be  entirely 
eliminated,  but  for  our  customers  desiring  to  retain  their  cash  book, 
we  strongly  advocate  the  numerical  system. 

Bank  Deposit  Slips 

"LJENRY  HORNER  &  CO.,  of  Chicago,  use  in  banking  with  the 
Corn  Exchange  National,  what  may  be  termed  a  classified 
deposit  slip,  the  deposits  being  separated  into  four  divisions  as  illus- 
trated. 

Our  machines  are  used  extensively  in  making  all  kinds  of  deposit 
slips,  for  by  this  method  the  amounts  are  added  and  listed  about 
five  times  as  fast  as  it  is  possible  to  do  the  work  by  hand  and  further. 
more  absolute  accuracy  is  assured. 

In  cases  where  concerns  desire  to  use  duplicate  deposit  slips 
as  office  records,  they  can  be  made  out  on  the  Burroughs,  having 
the  duplicate  sheet  punched  for  a  loose  leaf  binder. 

When  the  cashier  desires  to  rush  deposits  to  the  bank  before  the 
close  of  banking  hours,  there  is  no  helper  that  will  lend  such  valuable 
assistance  as  the  Burroughs  and  satisfaction  in  knowing  that  the 
duplicate  is  an  exact  copy  of  the  items  that  have  gone  to  the  bank. 


DEPOSITED  WITH 

THE  CORN  EXCHANGE  NATIONAL  BANK 

FOR   ACCOUNT   OF 


Henry  Horner  &  Co. 


CHICAGO, 


May  19,  1911 


CHICAGO  CHECKS 

(except  on  this  bank) 


CHECKS  ON 
THIS  BANK 


OUTSIDE  CHECKS 

(cxCtPT    ON     NtW    VOHk) 


1 


3 


1  9  0 .8  0 

1  4  9  .7  6 

7  1.24 

3  5.9  0 

1  7.5  0 
6  3.00 

2  6.1  0 

3  6.0  0 

0  7.7  6 

1  5.13 
3  0.0  0 

3.0  6 
1.2  5 
2.5  1 
9.9  0 
1.2  8 
1  4.1  0 
3  5.0  0 


2  5  0 .0  0 

3  9  9  .8  6 
2  6  7 .8  5 

2.9  3 
1  2  1 .1  0 
5  8.9  9 
4  3.5  0 
2  7.5  0 
1  0.6  9 
2.1  4 

1  1  8  4  .5  6 


NEW  YORK 


2  3.0  0 

2  2  1 .0  4. 

1  2.7  0 


2.5  5 

2.10 

6  2  3  .2  9 

2  4.0  0 

4  8  0 .2  8 

6  0.00 

2.5  0 

2  6  6 .0  4 

5  5  6 .2  9 

1.3  5 

2  3.2  6 

2  2  1 .0  4 

0  5  4  .3  9 

1  2.7  0 

1  7.8  9 

3  0.6  5 

4  9.5  1 

4  8.5  0 


5  2.12 

5  7  .2  6 

1  2  3  .2  5 

1  8.0  0 

1  3.8  9 

3  9.0  3 

1  3  .8  9 

9.2  7 

5  4.00 

5  6  7  .4  5  -" 

5  7.2  6 

1  7  1 .2  0 

1.13 

8.0  0 

1  0  9  5  .1  1 

4  9  8  7  .3  2  "- 

1  6  5  .5  1 

1  7.8  7 

2  4.2  5 

TOTALS 

6  0.6  7 

3  5.5  7 

CLEARINGS 

3  8  7  6 .4  7 

2.5  0 

REPUBLIC 

1  1  8  4  .5  6 

New  YORK 

5  6  7  .4  5 

3  8  7  6 .4  7  -"- 

OUTSIDE 

4  9  8  7  .3  2 

CURRENCY 

3  0  0  .0  0 

GOLD 

SILVER 

LESS  EXCHANGE 

TOTAL 

1  0  9  1  5  .8  0  "■ 

EXCHANGE  CLERK 
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DOHERTY    HARDWARE    CO.,  Ltd. 


ACCOUNTS    PAYABLE 


MARCH   30 


191  0 


30   Days  or 

Under 


TO  2   Months 


2    TO    3     MONTI^ 


g. A. Williams , 


4  5.6  6 


1  3.4  5 


5  9. 11 


G . E . Harrison , 


3  4.5  6 


3  4  .5  6 


No rvall   Shapleigh  H.Co 


4  3.4  3 


4  3.4  3 


Accounts  Payable  Report 

THE  Doherty  Hardware  Company,  of  East 
Baton  Rouge,  La.,  make  these  reports 
with  a  Burroughs  fifteen  column  machine 
having  keyboard  split  between  the  8th  and 
9th  columns.  The  names  are  run  off  by  the 
stenographer  at  a  convenient  time  during  the 
month  or  just  previous  to  the  time  of  making 
this  statement.  As  the  names  are  being  written 
for  all  open  accounts  in  the  purchase  ledger. 
Burroughs  markers  are  placed  in  the  book  to 
mark  the  page. 

By  use  of  the  adjustable  stop  bar  on  the 
machine,  the  amounts  are  printed  in  their 
respective  columns  and  cross  added,  after 
which  the  totals  are  taken  of  each  column. 
A  record  of  this  kind  has  proven  to  be  of  great 
value  to  many  concerns,  as  the  general  man- 
ager can  have  before  him,  at  any  time  and  as 
often  as  desired,  an  accurate  statement  of  all 
unpaid  bills.  In  cases  where  a  firm  discounts 
all  bills  and  no  purchase  ledger  is  used  this 
statement  may  then  be  taken  direct  from  the 
invoices  received  and  used  as  a  purchase 
record. 

A  similar  form  can  be  used  for  accounts 
receivable,  getting  a  statement  of  all  past  due 
accounts  at  any  time.  Such  a  record  when 
accurate  is  a  very  great  help,  especially  where 
a  credit  man  is  employed.  By  using  this  form 
for  accounts  receivable,  a  trial  balance  can  be 
taken  off  at  any  time  without  the  necessity  of 
writing  in  the  names,  as  this  record  gives  the 
names  and  amounts  of  all  accounts  past  due, 
which  is  practically  the  only  important  reason 
for  filling  in  the  names  and  the  trial  balance 
in  the  old  way. 


1  4  3  .4  5 


1  4  3  .4  5 


3  2.5  6 


32. 0  0      433. 5  6 


4  9  8  .1  2 


1  5  4  .5  6 


32. 4  5    187. 0  1 


fg.  Co 


3  2.4  6 


3  2.4  6 


2  3.4  3 


2  3.4  3 


Co 


1  2  .2  3    3  2  .4  5 


4  4.6  8 


Co. 


3  2.4  5 


3  2.0  0 


6  4  ,4  5 


4  2  4  .6  0 


4  2  4  .6  0 


21. 3  3   323. 5  5 


3  4  4  .8  8 


2  5  5  .0  0 


2  5  5  .0  0 


Co 


2  1  6  .0  0 


3  2.3  3 


2.3  0 


2  5  0  .6  3 


&  Co 


3  2  3  .4  5 


3.4  0 


3  2  6  .8  5 


3  2.4  4 


2.14 


3  4.5  8 


Co  . 


1  4.0  0 


4  3.5  6 


2  3.0  0 


8  0.5  6 


Am.    Paint   Wks 


1  2.0  0 


4.3  5 


2  3.0  0 


3  9  .3  5  -: 


Am.    Naval   Stores    Co 


2  1.3  4 


3  4.0  0 


5  5.3  4 


A.    Baldwin   &   Co. 

3  2.4  4 

3  2  .4  4  -"- 

Altmeyer   Sons, 

4  3.5  6 

4  3  .5  6  -"- 

Williams   &  Hardy, 

!          4  4  .0  0 

2.0  3  ' 

4  6 .0  3  -"- 

W.    Amacker, 

5  5.0  0 

1.3  0 

5  6 .3  0  ■5;- 

2  2  6  9  .6  3  -= 

-  6  3  2  .3  9  "- 

7  1  2  .0  9  ■: 

=-  3  6  1  4  .1  1  -"- 

The  oriidnal  of  this  form  is  11"  by  I5i" 
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Inventories  and  Perpetual  Records 


TN  the  compilation  of  stock  records  and  the 
taking  of  inventories,  the  time  and  labor 
saving  possibilities  of  the  Burroughs,  both  in 
adding  and  extending  values  are  of  great 
assistance. 

The  work  and  inconvenience  are  cut  in  half; 
the  machine  multiplies  and  proves  the  exten- 
sions, lists  and  adds  in  one  operation,  stock 
numbers,  quantities  and  amounts,  and  makes 
it  possible  to  secure  separate  divisions  of  var- 
ious classes  of  merchandise,  getting  totals  of 
each  and  a  grand  total  of  all. 

Dry  Goods  Inventory 

'TpHE  work  of  taking  inventory  at  J.  V.  Far- 
well  &  Co.,  Chicago,  has  been  reduced  to 
a  minimum.  Previous  to  the  purchase  of  a 
Burroughs,  their  entire  force  was  busy  for 
two  days  and  a  half  at  inventory  time.  Since 
the  purchase  of  a  machine  for  this  work  two 
boys  take  the  entire  inventory  in  three  hours. 
The  card  reproduced  below  is  used  in  the 
manner  of  a  perpetual  inventory.  At  any 
time  when  convenient  during  the  month 
previous  to  the  inventory  all  goods  are 
measured  and  the  amount  entered  on  this 
card,  which  is  inserted  in  the  bolt.  Should 
one  or  more  bolts  be  sold  before  inventory  time 
the  amount  of  the  yardage  in  each  bolt  sold  is 
taken  off  the  card.  The  card  shows  the  lot 
number  and  price  mark  and  the  names  or 
initials  of  persons  handling  the  goods.  The 
yardage  is  usually  marked  with  indelible  pen- 
cil and  if  the  stock  is  changed  the  figures  are 
scratched  and  new  ones  made  as  per  illus- 
tration. 


On  the  day  of  inventory  the  machine  which 
is  on  a  stand  is  run  up  and  down  the  aisles; 
one  boy  calling  the  number  of  pieces  and  total 
yardage  while  another  boy  lists  them  on  the 
machine.  The  sheets  are  then  legible  and 
the  price  can  be  figured  easily.  The  exten- 
sions can  then  be  footed  on  the  machine,  and 
proved  to  be  correct. 


C<f.- 


DEPT.  22-23-33 


LOT    7^  rr 


CALLED  my~ 


WRITTCN- 


TU-*^ 


NO.    S-i^f^ 

CK'D   BV  -f-l-i — =i-l- 


OK-0    BV 


G^^ 


2  4 

5  7 

4  0 

1  6 

5  6 

2  1 

7  61Ht 

9  8  0 

16  3  0 

12  2  5 

5  6  0 

15  8  0 

7  2  0 

13  2  0 

8  0  15- 

8  4  0^^ 

4  4  0 

5  6  0 

3  2  0 

8  6  0 

2  8  0 

2  4  6  0^' 

3  3 


2  4  7 


1  2 

1  5 
L    8 

2  2 

5 

6  2 


Sample  of  inventory  work  showing  Lot,  No. 
Pieces  and  Yardage 


Yardins:  Silk 

"\3W'E  show  on  this  page  a  sample  of 
work  for  yarding  silk  as  done  by 
The  Edson-Moore  Co.  of  Detroit,  whole- 
salers in  dry  goods  for  yarding.  This 
form  shows  very  nicely  how  all  column 
fractional  machine  can  be  used  to  good 
advantage  in  this  work.  Each  bolt  or  piece 
has  a  tag  attached  showing  the  Style  number, 
the  Lot  number,  the  Design  number  of  the 
style  and  the  Yardage.  The  stock  number 
o  the  goods  is  printed  but  not  added,  the 
eliminating  key  being  depressed.  The 
yardage  of  each  bolt  is  then  listed  and 
added  in  the  machine.  In  cases  where 
there  are  different  designs  of  the  same 
style,  separate  divisions  are  made  and  a 
total  taken  of  each. 

Some  concerns  use  our  Duplex  Machine 
which  enables  them  to  get  a  separate  total 
of  each  division  and  a  grand  total  of  all. 
With  the  larger  number  of  wholesale  dry 
goods  houses  the  figuring  of  inventory 
becomes  a  very  simple  matter,  in-as-much 
as  the  purchases  are  made  six  months  or 
a  year  ahead  of  the  time  and  an  inventory 
therefore,  taken  every  six  months  can  be 
figured  easily  as  the  price  in  each  style 
does  not  change. 
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■Wholesale  District  in  New  Orleans,  La. 


1 .5  8     ^t 

.4  4)/ 

.4  4 

.4  3% 

.4  5 

.4  5% 

.4  4 

.4  4% 

.4  4% 

.4  3 

.4  5% 

.4  5 

.3  4 

5  .2  2  % 

1 .6  3      -/f 

.2  3  % 

.2  4% 

.2  5% 

.2  3 

.2  2% 

.2  5% 

.2  5% 

.2  4 

.2  3 

.2  3% 

.2  3% 

.2  3 

.3  2 

.3  2% 

3  .5  0  % 

Sample  of  work  showing  the  yarding  of  silk 
for  inventory  purposes 


Proving  Collection  Slips 

WE  have- reproduced  on  this  page  a  salesman's  daily  collection 
slip,  filled  in,  as  used  by  The  John  H.  Fitch  Co.,  of  Youngs- 
town,  Ohio.  The  salesman  fills  in  the  date  and  customer's  name  and 
address.  The  bills  paid  are  entered  on  the  left  side  of  slip,  together 
with  the  per  cent  of  discount  allowed  on  each  shipment.  The  amount 
paid  is  entered  on  the  right  side  which  is  divided  into  two  parts, 
currency  and  checks  or  other  negotiable  papers.  The  discount  and 
allowances  are  also  entered  on  this  side  of  slip  so  it  will  balance. 

At  the  end  of  the  week  the  amount  of  cash  due  from  each  salesman 
is  figured,  and  the  slips  proved  in  the  following  manner:  The  bills 
paid  are  footed  on  the  machine  and  a  total  taken.  The  amounts 
appearing  on  the  right  hand  side  of  the  slip,  with  the  exception  of  the 
"Cash  Items,"  are  added;  this  total  subtracted  in  the  machine  from 
the  total  bills  paid  will  give  the  amount  due  in  cash  from  the  salesman. 

When  our  customers  are  using  Duplex  machines  separate  totals 
can  be  taken  of  each  slip  and  the  grand  total  of  all;  or  if  a  grand  total 
of  the  cash  items  is  desired  it  can  be  easily  obtained  by  listing  all  the 
amounts  in  the  upper  counter  with  the  exception  of  the  cash  items; 
these  are  set  into  the  machine  with  the  repeat  button  depressed,  and 
the  duplex  lever  pushed  down,  thus  allowing  the  amount  to  accum- 
ulate in  the  lower  counter,  after  which  the  duplex  lever  should  be 
pushed  up  and  the  handle  pulled,  thus  accumulating  the  amount  also 
in  the  upper  counter,  after  which  the  repeat  button  is  released  and  a 
total  taken  of  the  slip  in  the  upper  counter.  This  is  repeated  on  each 
of  the  slips,  when  a  total  of  all  cash  due  can  be  ascertained  instantly 
by  taking  a  total  of  the  lower  counter. 

Hardware  Perpetual  Inventory 

THE  James  B.  Clow  &  Sons  Co.,  of  Chicago,  wholesalers  in  hard- 
ware and  plumbing  supplies,  use  their  No.  15  Split  and  Normal 
Machine  for  keeping  a  perpetual  inventory  of  their  stock  room.  The 
routine  is  very  simple,  and  is  as  follows:  A  requisition  is  issued  for  all 
orders  calling  for  stock  to  be  taken  from  the  stock  room.  The  requisi- 
tions are  ruled  with  quantity  and  amount  columns  and  are  numbered 
consecutively,  thus  enabling  them  to  keep  an  absolute  check  on  all 
requisitions.  Once  a  week  these  tickets  are  sorted  into  divisions  of 
stock  and  run  off  on  the  machine,  thus  mechanically  getting  a  total 
of  the  quantity  and  amount  of  all  outgoing  stock  by  departments  and 
incidentally  checking  the  requisitions.  The  amount  is  credited  to  the 
stock  room  account,  and  should  agree  with  the  total  stock  sales.  A 
similar  ticket  is  used  for  incoming  stock,  and  the  difference  between 
the  two  totals  will  show  the  stock  on  hand  at  any  time. 


Computing  Pwt.  and  Gr. 

REDUCING  grains  to  pennyweights,  minutes  to  hours,  pounds  to 
bushels,  ounces  to  pints,  etc.,  can  all  be  done  on  any  Burroughs 
machine.      West,   White    &    Co.,    of     Pittsburg,    Pa.,     wholesalers 

in  jewelry,  have 
a  nine  column 
Burroughs  split 
between  the  fifth 


SALESMEN'S   COLLECTION 

Received. 


From ^^JtZTftt^    .^'^^J>t^»-e<^->-iy     >— <Sio  . 

At Z^/2>fc>fc^^^^ 0~^^^ 


-y^  *^ 


^ 


^ 


•1 


ao 


Z^ 


^^ 


vC 


J- 


Check 


Cash 


^0  W 


Allowance 


Discount 


Freight 


3X  Credits 


Credit  Memos. 


Total 


I^f^ 


;^^ 


xf^ 


# 


££>Z. 


hi  fiavmciif  of  the  Rills  at  the  left 


Remarks. 


and  sixth  columns, which  theyuse  forthiswork. 
A  split  machine  is  preferable  as  the  ciphers  can 
then  be  omitted.  The  illustration  is  an 
example  of  their  work.  The  left  hand  column 
of  figures  is  pennyweights,  the  right  hand  col- 
umn grains.  After  the  totals  have  been  taken 
the  gr.  are  divided  by  twenty-four  (24  gr.  to 
pwt.)  by  setting  in  the  complement,  which  is 
seventy  six.  In  order  to  carry  the  figures  of  the 
quotient  over  to  the  other  side  of  the  split 
and  into  the  pwt.  column,  the  nines  are 
depressed  up  to  the  split.  In  this  instance 
the  quotient  takes  two  digits  and  it  therefore 
is  necessary  to  depress  another  nine  to  carry 
the  quotient  into  the  second  column  of  the 
pwt.  column.  If  the  quotient  would  take 
three  digits  still  another  nine  would  be 
depressed,  etc.  The  result  is  obtained  by 
pulling  the  handle.  We  have  shown  the 
entire  operation  of  division,  but  by  throwing 
the  carriage  back  the  figures  in  the  division 
will  not  appear  on  the  paper. 


Machine  made  with  wide  carriage  for  sheets 
and  carbon  work 


T, 

Salesman 

1  5 

1  6 

1  4 

1  5 

1  2 

2  3 

1  3 

2  2 

1  4 

1  4 

7 

1  8 

1  2 

1  8 

1  3 

1  9 

1  4 

1  5 

1  4 

1  6 

1  3 

1  7 

1  5 

1  8 

1  3 

1  5 

3  3 

2  9  7- 

9  9  9  7  6  0 

9  9  9  7  6 

9  9  9  7  6 

2  4  5 


9  - 
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LA  VERGNE  ORANGE  GROWERS  ASSOCIATION,  LORDSBURG,  CAL. 


Grades  Or_ 


.DELIVERED  FROM- 


-TO- 


L.  F. 


MR. 


PLEASE   COMPARE  WITH    YOUR    RECEIPTS.     IF  ANY   ERRORS   OR    OMISSIONS,    REPORT   AT  ONCE. 


POOL  NO. 


Ticket  No. 


No.  OF 
Boxes 


WASHING 
CLIPPING    AND 

CULLS 

* 

6  5 

6  7 

5  3 

7  5 

9  3 

8  7 

8  0 

7  0 

Total  Net 

Pounds 


Pounds 
Ex».  Choice 


Pounds 
Choice 


Culls  and 
Shrinkage 


2  2 

23 
1  5 


17  19 
17  2  2 
17  2  3 
17  7  0 
17  7  2 
17  7  3 

17  7  5 

18  5  8 


5 
5 
4 
6 
7 
7 
6 
5 


PROOF  OF  BANK  BALANCE 

DATE 


BANK- 


WAPLES    PLATTEB    GROCERY  CO., 

denison,  Texas. 


Our  Balance 
Outitanding  Checks 


3  5  3  4  3  .4  4 


3 
3 
2 
2 
2 
2 
2 
3 
2 
2 
2 
2 
2 
2 
2 


4 
7 
6 
3 
2 
6 
3 


2  3 

3  5 
5  4 
8  4 
8  9 

8  5 

9  4 
0  8  0 
9  4  1 
8  0  0 

4  3  5 
8  7  6 

8  5  4 

9  0  1 
9  10 


4 


3 
4 
4 
5 


EXCHANGE 


BAL. 


5  0.0  0 
1  2.7  5 

0  0.0  0 
5  4.0  0 

OO  0 
5.0  0 
5.5  6 
6.2  3 
1  2  4  .0  0 

1  6.2  5 
1  1  0  .6  5 
1  3  4  .5  0 

1  2.2  5 

7.7  5 

7  0.0  0 


44012. 3  8s 
6.8  3 

4  4  0  1  9  .2  1  - 


1 


2  3  2 
2  4  7 
2  9  6 

7  1 

3  3 

2 

9 

5 

4 

5 

5 


2 
3 
3 
2 
2 
3 
3 
3 
3 
3 
3 


0 
5 
0 
0 
0 

2  0 
0  0 

6  0 
4  5 

3  6 

7  5 
7  0  0 
6  6  0 
5  6  0 


2  2  6  0 

2  3  8  0 

19  0  0 

2  3  8  0 


.2 
2 
2 

1 
2 


6  0 
6  0 
6  0 
6  0 
8  0 


1 


4  0 
8  0 
4  0 
2  0 
6  0 
4  0 
2  0 
4  0 
2  0 


2  7  0  0 

2  5  0  0 

2  2  6  0 

18  2  0 

2  0  0  0 


8  0  0 

10  0  0 

13  8  0 
17  0  0 

14  0  0 


2 

1 

2 

1 

1 

2 

2 

6 

4 

3 

7 

6 

14  0 
16  0 


0 
5 
0 
0 
0 
0 
0 
0 
5 
5 
5 
0 


Invoices  and  Stock  Reports 

A  GREAT  many  concerns  use  their  machines  to  make  invoices 
■**■  and  reports  of  all  kinds.  By  having  a  variable  split  keyboard 
several  columns  of  any  width,  depending  on  the  capacity  of  the 
machine,  can  be  listed  and  added  in  one  operation,  or  amounts  can 
be  printed  and  added  across  the  page,  the  carriage  moving  automa- 
tically from  one  column  to  the  next. 

The  illustration  is  a  reproduction  of  a  Grade  Statement  as  used 
by  the  La  Vergne  Orange  Growers  Association  of  Lordsburg,  Cal. 
Owing  to  the  fact  that  different  grades  of  fruit  are  packed  under  sep- 
arate brands  and  labels  and  are  accounted  to  the  grower  separately, 
it  is  necessary  to  make  a  statement  showing  the  grades. 

The  information  is  obtained  from  card  reports  sent  in  by  the 
grader.  These  cards  show  the  number  of  boxes  and  bear  the  same 
date  and  number  as  appear  on  statement.  It  goes  with  the  lot  of 
fruit  to  the  grader,  where,  when  the  fruit  has  been  sorted,  the  weights 
of  the  respective  grades  are  supplied. 

Reconciling  Bank  Balance 

WHEN  the  pass  book  is  returned  from  the  bank  with  the  can- 
celled checks  the  balance  should  be  tested.  The  Burroughs 
makes  this  work  very  simple,  securing  absolutely  correct  results  and 
saves  one-half  of  the  time  it  takes  to  do  the  work  mentally. 

The  \A/aples  Platter  Grocer  Co.,  of  Dennison,  Texas,  use  their  17 
column  split  machine  for  this  purpose  by  first  setting  into  the 
machine  the  balance  as  shown  on  last  stub  in  check  book.  The 
unpaid  checks  are  then  listed  by  number  and  amount  in  one  opera- 
tion, a  total  is  taken  with  the  sub-total  key  depressed,  this  allows 
the  amount  to  remain  in  machine.  The  exchange  is  next  added  and 
a  total  taken,  which  will  be  the  true  bank  balance. 

In  cases  where  the  balance  is  not  kept  on  check  book  stubs  the 
balance  as  shown  by  bank  when  book  was  last  balanced  can  be  set 
into  machine  and  to  it  added  all  deposits  since  last  balance.  From 
this  total  subtract  on  the  machine  the  total  paid  checks  returned, 
which  will  give  the  present  bank  balance  as  shown  in  pass  book. 
From  this  balance  deduct  the  total  of  all  outstanding  checks.  This 
total  can  be  obtained  by  adding  the  amounts  of  the  stubs  of  checks 
not  yet  returned.     The  result  will  be  a  true  bank  balance. 
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How  to  Test  the  Efficiency  of 
Burroughs  System  Service 


You  have  a  way  to  prove  to  yourselt  that  you  are  buying 
your  stock  right.  'We  have  a  way  to  prove  to  you  that 
Burroughs  BookkeepingMachines  will  save  you  actual  money 


^  An  examination  of  one  of  our  latest  style  machines  in 
connection  with  your  work  is  the  most  satisfactory  way 
for  you  to  find  out  just  what  we  can  do  for  you  and  how 
much  or  how  little  we  can  free  you  or  your  office  assist- 
ants from  the  drudgery  of  office  calculations,  and  whether 
or  not  you  will  have  more  time  for  the  handling  of  affairs 
of  greater  magnitude  and  for  preparing  for  the  more 
extensive  growth  of  your  business.  If  your  work  necess- 
itates forms  which  you  find  can  not  be  used  to  good 
advantage  on  one  of  our  regular  machines,  we  would 
indeed  consider  it  a  courtesy  to  allow  us  the  privilege 
of  investigating  the  condition  with  a  view  of  making 
changes  on  our  present  machine  to  fit  your  work.  It 
has  been  the  problems  presented  to  us  from  time  to  time 
by  our  present  users  that  has  enabled  us  to  develop 
machines  for  all  classes  of  work,  resulting  in  the  present 
Burroughs  long  line  of  many  different  styles  and  models. 


Q  Machines  are  available  in  seventy-five  branch  offices, 
and  at  your  request  one  will  be  delivered  to  you,  express 
paid  and  without  obligation  on  your  part  to  purchase  or 
liability  for  damage  in  any  way.  Should  you,  after 
thoroughly  investigating  the  possibilities  of  the  machine 
in  your  office  work,  decide  that  the  saving  of  time  is  not 
sufficient  to  warrant  its  purchase  at  the  present  time,  we 
we  will  arrange  to  have  the  machine  returned  to  our 
branch  office  at  our  expense  and  you  will  be  under  no 
obligation  to  us  for  the  use  of  it.  In  fact  we  are  glad  to 
have  an  opportunity  of  showing  concerns  interested 
what  our  machines  will  do,  and  if  again  at  a  later  time 
when  there  is  a  rush  of  work  in  your  office  and  you  are 
in  need  of  a  machine  we  will  have  one  submitted  to  you 
for  your  use  and,  possibly  with  the  knowledge  gained 
by  its  previous  use  you  may  then  find  need  of  it  in 
your  business. 


Department  of  System  Service 

Burroughs  Adding  Machine  Company 
Detroit,  Michigan,  U.  S.  A. 
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Bookkeeping  Machine  for' 

Distilleries  &  Brewm^m 


PHOlO    BY   COURTESY    OF   GREEN    RIVER    DISTILLING    COMPANY.  OWENSSORO.    KY. 


ISSUED^ Y    THE     DEPARTMENT     OF     SYSTEM     SERVIC 


Burroughs  Adding  Machine  Co 


Detroit,  Michigan,  U.  S.  A. 
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Seven  cplumn  Burroughs  to  add 
fractions  in  eighths 
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Prints  month,  day  and  amount  for 
monthly  statements 


The  Burroughs 

Bookkeeping  Machine 

THE  Burroughs  is  essentially  an  adding  and  listing 
machine;  but  as  wider  fields  for  its  usefulness  have 
been  developed,  it  has  been  found  as  well  adapted 
to  do  so  many  different  things  in  accounting  work,  that 
it  has  earned  the  name  "Burroughs  Bookkeeping  Ma- 
chine," for  with  it  annoying,  brain  fagging  details  can  be 
handled  with  ease  and  dispatch.  Our  new  machines  with 
the  new  features,  which  are  the  latest  developments  of 
mechanical  genius,  are  the  means  of  eliminating  the 
drudgery  of  keeping  books. 

They  are  made  in  different  sizes  with  six,  seven,  nine, 
eleven,  thirteen,  fifteen  and  seventeen 
columns  of  keys.  Printing  carriages 
are  made  to  accommodate  paper  2{\", 
3sl".  10^",  121"  and  18"  wide.  Built 
with  electric  drive  if  desired.  Can 
be  equipped  for  listing  and  adding 
dollars  and  cents,  feet  and  inches — frac- 
tions of  quarters,  eighths  and  sixteenths 
— hours  and  minutes,  tons  and  hundred 
weights,  dates  and  amounts.  Will  add, 
multiply,  subtract  and  divide,  carry  totals 
of  each  operation  for  a  grand  total.  Has 
stationary,  shuttle  or  cross  tabulating 
carriages  as  desired.  Can  be  equipped 
with  special  keys  to  print  abbreviated 
descriptions,  which  are  sometimes 
necessary  in  the  distillery  and  brewery 
business. 
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Nine  column  Duplex  Burroughs.     Two 
adding  machines  in  one 
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Thirteen  column  Duplex  statement  machine  with 
nine  special  keys  for  terms 
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Fifteen  column,  variable  split.     Keyboard  can  be  split  into 
five  different  combinations  adding  any  columns  desired 
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Fifteen  column  Duplex.    Can  be  split  into  several  sections 
to  add  like  several  machines 


The  nine,  eleven, 
thirteen,  fifteen 
or  seventeen  col- 
umn Burroughs  are 
often  equipped  with 
variable  split  de- 
vice which  can  be 
set  to  split  the  key- 
board into  several 
sections,  making 
it  possible  to  list 
and  add  a  different 
set  of  items  in  each 
section  like  several 
machines,  each  one 
operating  by  itself 
yet  all  under  one 
control. 
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Seventeen  column  machine.     Keyboard  may  be  split  into  sections 
yet  all  under  one  control 


Cooperage  AVasli  Room 


PHOTOGRAPH     BY    COURTESY    OF    SCHLITZ     BREWING    CO. 


Burroughs  Bookkeeping  Machines 
For  Distilleries  and  Brew^eries 

No  business  long  remainsgreater  than  the  man  who  runs  it.  And 
the  size  of  the  business  ij  limited  only  by  the  size  of  the  man. 
How  many  shrewd  manajers,  by  the  aid  of  mechanical  helpers, 
cut  loose  from  the  bondag?   of  petty    details   and  produce  more. 


■pjISTILLERS  AND  BREWERS  have  a  large  num- 
ber  of  government  forms  and  statistical  records  to 
keep  up  regularly  and  consequently  deal  in  many  fig- 
ures.    It  is  important  that  they 
handle  the  government  records 
and  the  many  other  calculations 
and  computations  necessary, 
with  the  greatest  possible  accur- 
acy and  speed.    That  is  why  the 
Burroughs  Bookkeeping  Machine 
has  come  to   play  such  an  im- 
portant part  in  this  great  line  of 
business. 

The  difference  between  the 
small  brewer  or  distiller  and  the 
large  one,  lies  in  analysis  —  in 
adequate  records  —  in  the  speed 
and  accuracy  of  the  handling  of 
routine  work.  These  things  are 
necessary  in  order  to  obtain  in- 
formation about  the  business 
that  everyone  should  know. 
No  man  can  feel  free  to  open  up 
new  fields  of  business— to  branch 
out — if  he  does  not  know  definite- 
ly how  his  profits  compare  with 
his  sales  —  just  what  part  of 
his  business  is  making  money  or 
just  where  his  heaviest  expenses 

are.    Such  information  is  essen-  ^^^^^^^^^^^^ 

tial  in  order  to  know  where  his 
business  will  warrant  increased 

expense.    To  get  it  without  putting  on  e:tra  office  force 
has  been  the  problem. 


THE    BURROUGHS 
INSPECTION   SERVICE 

'pHE  life  of  any  machine 
depends  largely   upon 
the   care   that   is    taken 
of  it. 

While  Burroughs  Ma- 
chines will  last «  business 
lifetime,  they  should  be 
oiled  and  cleaned  and  look- 
ed over  regularly  to  insure 
maximum  service. 

Service  Stations  are  lo- 
cated in  all  parts  of  the 
United  States  and  Canada 
where  railroad  facilities 
enable  the  travelling  in- 
spectors to  cover  all  ad- 
joining territories  without 
delay  in  case  of  emerg- 
encies. For  example;  as- 
sume that  your  machine 
met  with  an  accident.  A 
phone  call  to  one  of  our 
nearest  Service  Stations 
would  bring  an  inspector 
to  you  without  delay,  and 
f  necessary  a  new  ma- 
<hine  for  you  to  use  until 
!Ours  could  be  again 
riaced  in  working  order, 
lor  such  service  the  Bur- 
rmghs  Adding  Machine 
Gmpany  spends  $300,000 
ainually  and  the  value 
olthis  service  to  you  can- 
nc  be  overestimated. 


The  methods  outlined  in  this  folder  show  how  users 
of  the  Burroughs  Machines  have  cut  down  the  time 
necessary  in  compiling  the  different  records,  thus  making 

it  possible  to  get  regular  state- 
ments of  their  business  without 
additional  expense  and  in  fact 
with  an  actual  saving. 

Mechanical  accounting  relieves 
employes  of  detail  work.  It 
makes  them  more  efficient  be- 
cause they  have  time  to  work 
out  ideas  for  the  promotion  of 
your  business.  It  gives  you  rec- 
ords which  are  complete,  not  just 
half  way  right. 

Our  System  Service  Depart- 
ment is  in  constant  touch  with 
over  130,000  business  men  in  all 
lines  of  business,  from  whom 
we  receive  new  ideas  every 
day.  In  our  data  file,  we  have 
scores  of  forms  and  outlines  of 
short  cut  methods  from  brewers 
and  distillers.  It  is  possible  to 
show  only  a  few  in  this  folder. 

The  forms  reproduced  herein 
represent  systems  in  actual  use 
by  successful  brewers  and  dis- 
tillers. Naturally  all  of  them 
may  not  apply  particularly  to 
your  business. 

If  you  have  some  special  con- 
ditions which  are  not  referred  to 
here,  we  earnestly  request  that  you  write  our  System 
Service  Department  the  full  particulars  of  these  conditions. 


THE      BURROUGHS 
SYSTEM      SERVICE 

r\UR  System  Service  Department 
is  maintained  for  the  purpose 
a  exchanging  accounting  infor- 
iration  and  ideas  of  office  routine 
slort  cuts  among  bookkeepers, 
accountants  and  ofHce  managers 
ofthe  country.  Our  service  in  no 
w(y  takes  the  place  of  the  work 
of  t  Xpert  accountants,  auditors  or 
syltematizers.  This  department 
merely  acts  as  a  clearing  house  of 
ideis.  'We  publish  booklets  and 
folcfcrs  which  illustrate  and  de- 
scrbethe  most  important  uses  of 
our  different  style  machines  in  all 
line*  of  business.  These  will  be 
sentout  free  of  charge,  post  paid, 
to  atyone  interested. 

"Wt  offer  without  charge  the 
expedence  and  methods  of  others 
who  have  adopted  mechanical 
accou-iting  safeguards  to  insure 
accur&cy  in  handling  accounts. 
It  is  our  work  to  get  you  to  realize 
the  sinple  fact  that  any  man  who 
handle)  figures  in  the  old  way  is 
wasting  precious  time  and  is  los- 
ing moiey  and  energy. 

Any  information  we  have 
in  our  cata  files  is  yours  for  the 
asking,  jind  if  you  desire,  we  will 
arrange  to  have  a  representa- 
tive ca.1  on  you  to  study  your 
office  problems  with  you,  and  to 
offer  svggestions. 


[Page    Three] 


Short  Cuts  in  Routine  ^A/'ork 

The  checking,  proving  and  tabulating  figures  that  were  formerly 
available  but  once  or  twice  a  year  are  no^  accomplistted  daily. 


SPACE  will  not  permit  us  to  illustrate 
many  important  uses  commonly  era- 
ployed  by  our  present  users,  but  in  order  for 
you  to  fully  comprehend  the  range  of  uses, 
we  have  devoted  this  page  to  short  descrip- 
tions of  various  adaptations  which  have 
proven  practical.  All  of  the  uses  mentioned 
we  have  illustrated  and  described  in  detail 
in  special  folders  which  will  be  forwarded 
to  you,  no  charge,  promptly  upon  receipt  of 
your  request. 

Daily  Proof  of  Posting 

THE  plan  employed  by  many  of  our 
users  consists  m  putting  a  small  colored 
ticket  at  the  page  to  which  an  item  has  been 
posted.  When  more  than  one  ledger  is  used, 
the  footings  of  the  debit  and  creait  postings 
are  taken  otf  each  ledger  onto  a  cheet  in  tne 
adding  macninc,  wnicn  can  be  ruled  up  for 
that  purpose.  I'hese  footings  should  com- 
pare witn  the  total  credits  and  total  debits 
tor  that  day.  When  no  journal  is  used 
those  footings  can  be  taken  directly  from  the 
cash  received  record,  invoices,  and  the  credit 
memoranua  issued.  It  tne  toolings  ot  tue 
source  of  original  entry  correspond  with  the 
footings  ot  the  proof  sheet,  it  is  proof  that 
the  leuger  is  in  balance. 

Some  concerns  wno  have  a  large  number 
of  open  accounts  use  various  thin  markers  in 
tour  colors  when  posting.  A  red  ticket  for 
the  debit  merchandise,  yellow  for  credit 
merchandise,  green  for  debit  cash,  and  blue 
for  credit  cash.  This  enables  tnem  to  go 
through  each  one  very  easily  when  the  proof 
is  taken  oif  from  the  ledger.  They  have 
their  proof  sheet  arranged  in  four  columns 
to  take  care  of  each  style  ticket,  and  the 
footing  is  posted  to  the  controlling  account 
in  the  general  ledger.  they  claim  that 
with  this  system  only  a  half  hour's  time  is 
required  to  take  a  balance  of  any  or  all 
ledgers. 

Daily  Ledger  Balance 

WITH  the  Burroughs  a  daily  balance 
of  the  ledger  has  been  made  most 
practicable.  By  having  a  balance  column  in 
the  sales  ledger,  a  concern  can  in  this  way 
balance  each  day  the  same  as  the  bank  and 
do  it  in  a  very  short  space  of  time.  It  is 
in  reality  a  daily  trial  balance  which  does 
away  entirely  with  the  taking  of  the  trial 
balance  monthly.  When  a  trial  balance  is 
desired  it  is  just  a  matter  of  a  few  min- 
utes to  secure  detailed  information  relative 
to  all   accounts. 

Trial  Balance 

THE  Burroughs  trial  balance  system, 
proof  of  posting  and  daily  ledger  bal- 
ance systems  are  co-operative.  If  the  post- 
ings have  been  proven  every  day,  the  trial 
balance  will   be  correct. 

The  writing  of  names  in  the  trial  balance 
is  being  recognized  throughout  the  country 
as  unnecessary  labor.  All  accounts  may  be 
identified  by  numbers  instead  and  the  folio 
number  and  debit  and  credit  balance  listed 
on  the  Burroughs  in  one  operation.  We  have 
a  special  folder  illustrating  many  different 
kinds  of   trial  balance  sheets  now   in  use. 


Checking  Invoices 

THERE  is  no  business  man  who  does  not 
grudge  the  time  he  spends  checking  in- 
voices for  goods  received.  This  work  often 
has  to  be  done  right  when  you  are  busy  with 
other  matters.  Still  it's  too  important  to 
slight. 

The  Burroughs  mechanical  method  of 
checking  invoices  enables  you  to  do  this  work 
in  one-third  of  the  time  required  by  mental 
methods,  furthermore,  it's  absolutely  accur- 
ate. There  is  no  need  to  go  back  and  check 
it  over  again  and  there's  nr  chance  of  mak- 
ing mistakes. 

Suppose   you   want  to  check   the  following 
items   and  secure  a  total  of  all  of  them : 
150  Bales    Hops    (38  M  lbs.   at   61^ 

per    100) $    172.20 

250   Sacks   Rice    (60  M  lbs.   at   S2.70 

per    100)    1,620.00 

I   Car  Malt    (i,8oo  Bu.  at  $1.30  per 

Bu.)     2,340.00 


Total $4,132.20 

Multiplication    is    really    continuous    addi- 
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2  8,  0  0  C  .0  0 

2  8,  0  0  0  .0  0 

2  8,  0  0  0  .0  0 

2  8,  0  0  0  .0  0 

2  8,  0  0  0  .0  0 

2  8,  0  0  0  .0  0 

2,  8  0  0  .0  0 

2  6  0  .0  0 

2  8  0  .0  0 

2  8  0  .0  0 

2  3  0  .0  0 

2  8  0  .0  0 

17  2,200.0  0? 

6  0  0,  0  0  0  .0  0 

6  0  0,  0  0  0  .0  0 

6  0,  0  0  0  .0  0 

6  0,0  0  0.0  0 

1,  6  2  0,  0  0  0  .0  0  f 

1,  8  0  0.  0  0  0  .0  0 
1  8  0,  0  0  0  .0  0 
1  8  0,  0  0  0  .0  0 
1  8  D,  0  0  0  .0  0 

2,  3  4  0,  0  0  0  .0  0  t 

4, 1  3  5,  2  0  0  .0  .0  ± 

^>  ^ 


Machine  to  make  statements  and  get  trial  balance 
in  one  operation. 

tion.  To  multiply  280  by  $.615,  we  first 
lock  down  the  repeat  button,  then  consider 
the  division  between  the  5th  and  6th  banks 
as  the  decimal  point,  in  order  to  carry  out 
the  process  sufficiently.  If  we  were  multi- 
plying 280  by  $6.00,  we  would  set  the  280 
entirely  to  the  left  of  the  decimal  point. 
As  we  are  multiplying  it  by  .60  we  set  the 
280  one  space  to  the  right,  and  move  the 
handle  six  times,  pressing  the  correction  key 
on  the  last  stroke.  Then,  to  multiply  by  .oi, 
we  set  the  280  one  division  further  right 
and  move  the  handle  once,  releasing  the 
keys  by  pressing  correction  key.  To  multi- 
ply by  .005,  we  set  the  280  one  order  to  the 
right  and  pull  the  handle  five  times,  releas- 
ing the  keys  on  the  last  stroke.  The  total 
is  then  transferred  to  the  lower  counter, 
thus  leaving  the  upper  counter  clear  for  the 
next  multiplication.  Considering  the  comma 
as  a  decimal  point,  we  find  that  the  price 
on  the  28,000  lbs.  of  hops  at  $.61 J4  per  100 
should  be  $172.20. 

In  the  same  method  we  now  proceed  to 
multiply  the  other  items.  The  machine 
secures  the  results  quickly  and  with  absolute 
accuracy.  When  all  the  items  have  been 
checked,  you  simply  shift  the  duplex  lever 
to  lower  position  and  take  a  total  from  the 
lower  counter,  which  is  the  grand  total  of 
all  items  checked.  Thus  you  can  print  a 
total  of  each  individual  item  and  at  the  same 
tine  accumulate  a  total  of  the  several  items 
on  one  invoice  or  group  of  invoices. 

Recapitulating  Sales 
A  DAILY,  weekly  and  monthly  recapitu- 
^-^  lation  by  salesmen,  territories  and  de- 
partments offers  a  valuable  comparative  effi- 
cency  record.  With  a  Burroughs  Duplex 
nachine  separate  totals  of  each  of  the  vari- 
ais  divisions  can  be  taken  and  at  the  same 
time  a  grand  total  accumulated  automatic- 
■  lly.  Records  of  this  kind  ran  be  compiled 
vith  a  small  outlay  of  time,  revealing  the 
hcrease  or  decrease  by  salesmen,  department 
tr  territory,  which  will  suggest  the  proper 
tourse   of    action. 

Pay  Roll 

TPHE  Burroughs  Pay  Roll  machine  can 
-*■  be  used  where  the  time  keeping  sys- 
tem is  complicated  or  in  straight  time  keep- 
ing where  no  cost  department  is  maintained. 
We  publish  a  16-page  folder  devoted  en- 
tirely to  the  uses  of  the  Burroughs  in  pay 
roll  work  in  various  lines  of  business.  The 
pay  envelope  can  also  be  run  through  the 
Burroughs,  the  workman's  number  being 
listed  and  his  wage  listed  and  added.  The 
total  which  appears  on  the  adding  wheels 
and  all  of  the  envelopes,  when  thus  pre- 
pared, should  check  against  the  pay  roll 
sheet  and  against  the  amount  drawn  from 
the   bank. 
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LEDGER     BALANCE 


OLD   BALANCES 


CHARGES 


CREDITS 


NEW   BALANCES 


4  8.0  0 
1  3.12 

5  6.0 
3.5 


5 
7  1 
1  1 

7 
1  9 

3 

3  0 

1  0 


4 
0 
4 
1 
5 


,9 
.7 
,8 
.9  8 
,18 
,6  8 
,2  9 
,9  0 
,4  4 


1  2.1  0 
1  5  5  .7  6 

1  2.2  2 

9  1.8  1 

2  8.2  0 
6  0.6  5 
1  1.2  2 


2  0.1  5 
7  8.73 

4.4  0 

1  0.8  6 

2  1.6  7 
1.3  9 
5.0  0 

1  6.3  9 


0.0  0 
5.0  6 

,0 

,5 

,9 

,2 

,3 

9 

,1  8 

.6  8 
7.7  9 
0.0  0 


4 
0 
4 
3 
5 
8 


8.0  0 
1  8.2  1 

7  8.7  3 

4.4  0 

8  1.3  4 
1  5.1  7 

1.3  9 
5.0  0 


7.0  0 

9.9  5 

3.8  8 

.5  3 

6  3.28 

9.5  5 

7.4  6 

6.3  7 

.8  3 

5  0.12 

4.5  0 

2  8.15 

1  1.9  7 

8.9  5 

1  5.0  0 

1  5.0  0 

.9  8 

1 

2 

1 


1  9 


1.8  9 
0.9  0 
7.4  4 

9.9  5 
3.8  8 
8.13 
0.8  9 
9.8  0 
7.4  6 

8  2.8  6 
1  9.5  7 
4  6.4  8 
6  0.3  6 


Taking  a  Trial  Balance  in  One 
Operation 

(~\  LD  balances,  charges,  credits  and  new 
^-^  balances  can  all  be  listed  and  added 
in  one  operation  with  a  Burroughs  15  col- 
umn Duplex  machine,  equipped  with  a 
shuttle  carriage  and  having  the  keyboard 
split  between  the  eighth  and   ninth  columns. 

The  use  of  the  shuttle  carriage  enables 
the  operator  to  take  off  all  of  the  informa- 
tion needed  from  each  account  by  turning 
through  the  ledger  but  once.  If  the  Duplex 
machine  is  not  used,  it  becomes  necessary  to 
turn  through  the  ledger  once  for  the  old 
balances  and  the  debits  and  again  for  the 
new  balances  and   the  credits. 

With  this  method  ledgers  of  any  size  and 
any  number  of  separate  ledgers  can  be  han- 
dled with  equal  speed  and  accuracy.  A  sub- 
total is  taken  after  each  fifty  or  one  hundred 
accounts;  this  number  of  items  being  counted 
by  the  bell  on  the  carriage,  enabling  you  to 
determine  as  you  proceed  whether  the  work 
so  far  is  correct.  This  can  be  done  by 
adding  together,  as  shown  by  the  sub-totals, 
the  old  balance  and  the  charges  and  balanc- 
ing them  against  the  sum  of  the  new  bal- 
ances and  the  credits.  In  case  the  totals 
do  not  agree,  a  mistake  has  been  made  in 
the  last  section  of  accounts  listed,  and  the 
error  may  easily  be  located,  as  each  line 
must  balance  across,  viz.,  old  balance  plus 
charges  must  equal  new  balance  plus  cred- 
its. 

After  the  ledgers  have  all  been  balanced 
in  this  manner,  their  totals  are  listed  in  the 
same  manner,  making  a  trial  balance  of  all 
ledger   footings,    which   must,   of   course,   bal- 


SUMMARY     OF     LEDGER     BALANCE 


1  2, 3  6  8  .7  4      1  4, 7  5  6  .3  9 


8, 4  9  6 .8  2 

6, 1  8  2 .9  9 

0, 2  3  0 .0  0 

7,0  6  9.36 

8,  6  3  6 .3  6 

6, 7  7  0 .2  7 

4,  6  8  8  .1  8 

9, 8  2  9 .3  5 

4, 1  9  '?'  -0  0 

2,  5  5  2  .3  4 

0,8  0  6.5  2 

8, 3  5  1 .8  6 

0, 2  7  0 .9  8 
4, 9  6  5  .6  7 
6  5.7  2 
5  8.0  4 

1  5.7  5 

2  3.87 


5,1 
4,7 
7,9 
1,8 


6  9, 4  2  3  .6  2      5  5,  5  1  2  .5  6  ¥ 


6,  6  0  7 .8  9 
1,  5  0  7 .9  2 


1  6,8  5 
9,7  1 
1  2,1  3 
1  0,6  4 
1  6,6  0 
4,9  2 
12,5  5 


1  5 
1  4 
64 
59 
78 
5.4  7 
0.4  9 


8  3, 4  2  8  .2  6 


.5  0 

29 

1  5.0  7 

1  6.5  0 

4  0.5  2 

7  1.85 

1.5  0 
2.4  0 

8.0  6 
3.8  0 
4  5  2  .6  6  s 


.5  0 
.2,9 

6.0  0 

1  5.0  0 

3  4  6  .4  3 


1.5  0  • 

2.4  0  ? 
1  5 .0  7  ■ 

1  0  .5  0  ■ 
8.0  6  ■ 

2  5 .5  2  5 
3.8  0  ■ 

9  7  8  .0  8  s 


Monthly  trial  balance  made  on  a  15  column  shuttle  carriage  Duplex  Bur- 
roughs. Proves  ledgers  in  balance  and  gives  total  charges  and  credits 
against  which  to  check  journal    and  cash  book  footings  for   the   month. 


ance  across  in  the  same  manner  as  each 
account  or  ledger  footing.  This  completes 
the   ledger   balance. 

When  the  balance  is  completed  the  items 
and  totals  of  the  old  balance  column  must 
be  the  same  as  the  new  balance  column  of 
the  previous   month. 

The  total  of  the  "debit"  column  must 
correspond  with  the  total  charges  as  sum- 
marized for  the  month  iby  the  auditing  de- 
partment. 

The  total  of  the  "credit"  column  must 
agree  with  the  total  cash  and  journal  items 
as   summarized   by  the   auditing  department. 

Thus  this  form  of  trial  balance  proves 
not  only  that  the  ledgers  are  in  balance, 
but  that  each  individual  account  is  footed 
and  the  balance  properly  extended.  It  also 
proves  by  the  grand  totals  of  the  charges 
and  credits  columns  that  all  items  have  been 
posted,  and  posted  correctly. 
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Lo«  or  d«fnftg«  by  Fir*,  the  alamenti,  riot*,  accidentt,  evaporation  and  thrlnkage  at  owner't  risk  provided 
rtowevar,  that  if  this  Warehouia  Receipt  it  returned  to  ut  for  regauge  and  atcertainment  of  loa*  before  the  expiration 
of  four  year*  from  date  of  original  entry  into  Bond,  as  required  in  the  Aet  of  Congress  of  August  26th,  1894,  and  pay- 
ment made  of  all  charges  due  at  that  time,  we  guarantee  the  loaa  by  ihrinluge  and  evaporation  up  to  that  time  on 
each  and  every  barrel  covered  by  this  Warehouse  Receipt  beyond  one  gallon  over  and  above  the  aliovrance  for  shrink- 
age within  such  time  provided  for  in  said  Act  No  allowance  'for  loss  occuring  after  this  whisky  shall  have  been 
four  years  in  Warehouse  will  be  made.  The  owner  of  the  whisky  under  this  Receipt,  in  accepting  it,  agrees  to  its 
conditions  and  to  furnish  the  money  to  pay  all  taxes  and  charges  when  the  same  become  due.  This  warehouse 
receipt  Is  given  in  confonnlty  with  the  Warehouse  Laws  of  the  United  State*  and  the  State  of  Kentucky  in  force  at 
this  date        ' 


Warehouse  Receipts 

DISTILLERIES  throughout  the  country 
have  found  the  Burroughs  invaluable 
tor  making  out  warehouse  receipts.  The 
form  illustrated  on  this  page  is  a  facsimile 
of  a  receipt  used  by  the  F.  J.  Greenbaum 
Co.,  of  Louisville,  Kentucky.  The  receipts 
are  made  in  duplicate  with  the  Burroughs 
nine  column  electric  drive  machine.  The 
form  is  set  into  the  machine  and  the  first 
three  columns,  serial  numbers,  wine  gallons 
and  proof  are  listed  but  not  added.  The 
proof  gallons  are  next  listed  and  a  total 
taken.  The  serial  numbers  of  the  ware- 
house stamps  are  next  listed.  Many  con- 
cerns In  printing  the  serial  numbers  save 
time  by  printing  only  the  figures  that 
change  in  the  last  two  digits.  The  date  of 
the  receipt  and  the  date  of  inspection  are 
put  on   the  receipt  with   a  rubber  stamp. 

The  advantage  of  a  Burroughs  in  this 
work  is  not  only  in  the  neatness  and  accu- 
racy of  the  copy,  but  also  in  the  great 
speed.    The  Kentucky  Distilleries  and  Ware- 


house Company,  of  Louisville,  use  a  regular 
nine  column  machine  for  this  work  and  turn 
out  as  high  as  one  hundred  per  hour.  This 
will  give  an  idea  of  the  time-saving  quali- 
ties of  the  Burroughs  on  this  kind  of  work. 
Even  greater  speed  can  be  obtained  by 
using  a  Burroughs  thirteen  or  fifteen  column 
machine,  made  with  a  split  keyboard,  this 
enabling  an  operator  to  list  two  columns  in 
one    operation. 

Cross  Adding.     Form  338 

IN  order  to  prove  the  figures  on  Form  338, 
it  is  necessary  to  cross  add.  This  pro- 
cess to  the  best  accountants  is  annoying  and 
inaccurate.  With  the  regular  Burroughs 
nine-column  machine  it  is  just  a  matter  of 
a  few  seconds  to  prove  absolutely  and  to 
get  the  aggregate  amount  of  the  spirits  on 
hand  at  the  beginning  of  the  month,  re- 
ceived during  the  month,  shipments,  and  the 
present  supply.  This  is  just  one  example  of 
the  labor-saving  possibilities  of  a  Burroughs 
in  all  government  form  work,  such  as  form 
45   and  others  of   a  similar  nature. 


All  Government  Forms  in  a  Few 
Hours 

The  Burroughs  Adding  Machine  Co. 
Detroit,  Mich. 

Gentlf-men:— Replying  to  your  letter  of  March  24th, 
will  8ay  that  we  find  your  adding  machine  a  necessity  in 
our  office.  As  you  probably  know,  in  the  liquor  business 
a  good  part  of  the  work  is  merely  a  matter  of  routine. 
This  is  particularly  so  in  the  pari  of  the  work  that 
pertains  to  the  U.  S.  Internal  Revenue,  and  a  separate 
set  of  books  must  be  kept  and  reports  made  monthly  of 
the  total  gallons  of  the  different  kinds  of  liquors  received 
and  disposed  of  during  the  month.  This  in  itself  would 
be  more  work  than  a  clerk  could  handle  should  he  not 
have  a  machine  to  take  these  totals  off,  but  it  can  be  done 
now  in  a  few  hours.  We  also  take  our  daily  cash  balance 
and  our  monthly  trial  balances  from  the  ledger  to  the 
machine.  We  are  interested  in  short  cuts  that  can  be 
applied  to  our  business,  and  trust  when  you  have  com- 
pleted this  work  that  you  will  mail  us  a  copy. 

If  we  can  be  of  any  further  assistance  to  you  in  mak- 
ing this  work  a  success,  please  call  on  us. 
Yours  respectfully, 

Arthur  Lehmann  &  Company 


[Page    Six) 


Serial  No. 
OF  Ca.sk. 


i^^res  9 

7.0  0 

1 

2 

3 

4 

5 

6 
^ 

8 
9 
.1  0 
1 
2 
3 
4 
5 
6 

8 

9 

.2  0 

1 
2 
3 
4 
5 
6 
7 
8 


SERIAL  NUMBER  OF  STAMP 


Warehouse. 


Tax- Paid. 


Recti- 
fiers'. 


Wholesale 
Dealers'. 


"Dumper"  Form  No.  122 

J&  A.  FREIBERG,  of  Cincinnati,  dis- 
'  tillers,  use  a  Burroughs  nine  column 
machine,  fitted  with  an  iS-inch  carriage,  and 
made  with  the  keyboard  split  into  two  divi- 
sions (Sijlit  being  between  the  6th  and  7th 
columns),  thus  enabling  them  to  list  two 
columns  in  one  operation. 

The  illustration  is  a  section  of  Form  122, 
which  shows  very  nicely  the  use  of  the  Bur- 
roughs. The  size  of  the  original  form  is 
17    by  14.  inches. 

The  "Serial  No.  of  Cask"  is  printed,  using 
the  keys  to  the  left  of  the  split.  The  capa- 
city of  the  machine  being  only  9  columns, 
necessitates  writing  in  long  hand  the  first 
three  digits  of  the  first  item.  After  the  first 
items  have  been  printed  in  columns  i,  2 
and  3,  it  becomes  a  very  simple  matter  to 
finish  the  record.  The  last  two  figures  in 
columns  one  and  two  are  invariably  the 
same,  so  by  using  the  keys  to  the  left  of 
the  split  for  column  one  and  depressing  the 
repeat  button,  avoids  the  necessity  of  de- 
pressing the  keys  a  second  time  for  column 
two,  when  the  carriage  is  shifted  to  second 
position.  The  numbers  in  column  three  are 
printed  by  depressing  the  keys  to  the  right 
of  the  split,  when  the  carriage  is  in  second 
position.  By  this  operation  three  columns 
are  printed  with  only  two  operations. 

This  machine  is  also  used  for  making  re- 
capitulation sheets,  showing  the  serial  num- 
ber, warehouse  stamp  number,  wine  and 
proof  gallons  taken  from  warehouse  receipts 
each    day. 

With  a  17  column  Burroughs  machine, 
made  with  the  keyboard  split  into  three  sec- 
tions, columns  i,  2  and  3  can  be  listed  in 
one  operation,  after  which  the  columns  6 
and  7  can  be  listed  and  added  in  one  oper- 
ation. This  form  can  be  made  in  carbon 
copies  if  desired,  producing  legible  copies 
for   your  office    record. 


CONTENTS  AS  SHOWN 
BY  MARKS. 


Wine 
Gallons. 


Proof 
Gallons. 


o 

o 

-;;-Ph 


4  6 .9  2  8  9  .1  6 
4  6.9  2  8  9.1  6 
4  6 .8  5  ;8  9  .0  2 


4  6.7  8 

8  8.8  8 

4  6.7  8 

8  8.8  8 

4  6.7  8 

8  8  .8  8 

4  6.7  8 

8  8.8  8 

4  6 .6  3  8 
4  6 .6  3  8 
'4  6 .6  3  8 
4  6 .6  3  8 
4  6  .5  6  8 
4  6.4  8  8 
4  6.4  8  8 
4  6.4  8  8 
4  6.4  8  8 
4  6  .4  1  8 
4  6  .4  1  8 
4  6 .4  1  8 
4  6.4  1,8 
4  6.3  4,8 
4  6.3  4,8 
4  6.2  6  8 
4  6.2  6  8 
4  6 .0  4  8 
4  5.9  0  8 
4  5  .8  2  8 
4  5.75  8 
4  5.7  5  8 
4  4  .7  2  8 


8.6  0 
8  .6  0 
8.6  0 
8.6  0 
8.4  6 
8.32 
8.3  2 
8.3  2 

8.3  2 
8.1  8 
8.1  8 
8  .18 

8.1  8 
8.0  4 
8.0  4 
7 .9  0 
7.9  0 

7.4  8 

7.2  0 
7.0  6 
6.9  2 
6.9  2 
4.9  6 


1,3  9  1.6  3  -"- 

2,614  4.14 


Length 
in  Inches 

and 
Tenths 


Cross  W(i{M 


10. 

Mean 

Diameter 

in  Inches 

and 

Tenths 


Tare. 


W 
Gal; 


Cap 


•RectifyinK  or  compoundinsr,  as  the  caae  may 
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Gauger's  Return— Form  No.  59 

ON  pages  8  and  9  we  have  reproduced 
Government  Form  59,  showing  record 
of  goods  withdrawn  under  regauge.  This 
form  was  gotten  up  and  printed  by  the 
Columbus  Distilling  Company,  New  York, 
to  conform  with  both  the  vertical  and  hori- 
zontal spacing  of  the  Burroughs.  The  sheet 
holds  details  for  eighty  packages,  which  con- 
stitute  a  car  load   shipment. 

The  machine  used  by  this  company  is  the 
9-column  Burroughs  equipped  with  a  special 
key  to  print  the  figure  2,  which  represents 
half  pound.  This  key  takes  the  place  of 
the  regular  eliminating  key  in  the  upper  left 
hand  corner  of  the  keyboard.  When  de- 
pressed, it  will  print  but  not  add  the  figure 
2.  Machine  is  also  fitted  with  an  adjust- 
able stop  bar,  which  enables  the  operator  to 
jump  the  carriage  from  one  column  to  the 
next,  and  without  delay  to  line  up  correctly 
at  each  point,  thus  eliminating  the  trouble 
of  adjusting  the  carriage  to  the  proper  posi- 
tion  by  hand. 


4  2.4  1 
3  7.4  2 
3  2.6  3 
3  8.6  3 
3  9.0  2 

3  9.4  5 

4  1.8  4 
3  9.4  5 
3  8.7  3 
3  9.6  6 

3  2.54 

4  0.6  3 
3  3.3  7 

3  8.5  8 

4  1.5  4 
4  2.8  2 
4  3.0  4 

3  9.6  6 

4  1.5  0 

3  2.4  6 

4  1.5  0 
3  7.5  2 
3  8.7  0 
3  6.8  7 


9  2  9  .9  7  s 


JS^^^  3  6.9  7 

/3Ka^     '5  2.2  7 
/i^:,^uy.Jz/^  1  9 .5  3 

1  0  1  8  .7  4 


Method  of  proving  Government  forms  S2-a  and  S2-b 


The  differences  in  the  original  and  present 
net  weight  and  tare  are  not  shown  on  form, 
but  can  be  easily  figured,  as  a  package 
withdrawn  after  being  in  the  warehouse  two 
days,  or  not  over  one  month,  has  an  allow- 
ance of  two  pounds  for  the  absorption  of 
spirits.  This,  of  course,  reduces  the  net 
weight  by  two  pounds  and  increases  the  tare 
a   like   amount. 

The  fraction  of  gallons  has  been  omitted 
by  the  Columbus  Distilling  Company  to  save 
time.  In  ascertaining  the  fraction  of  gallons 
or  packages,  all  fractional  parts  of  gallons 
(proof  gallons)  less  than  one-tenth  are  ex- 
cluded; thus,  90.14  is  called  90.1,  or  90.97 
proof  gallons  will  be  called  90.9  fractional 
gallons,  etc.,  consequently  the  total  of  the 
one  one-hundredth  column  of  proof  spirits 
will  give  the  whole  number  of  tapable  gal- 
lons. 

With  a  thirteen  or  fifteen-column  Burroughs 
made  with  a  split  keyboard,  two  and  three 
columns  of  form  59  can  be  listed  and  added 
in    one  operation. 

Proving  Government  Forms  52-a 
and  52-b 

WE  illustrate  on  this  page  a  sample  of 
work  done  by  Frederick  E.  Smith, 
wholesaler  of  liquors,  Steelton,  Pennsylvania, 
who  advises  us  that  with  a  Burroughs  he 
can  do  his  entire  government  report  work 
in  one-fifth  the  time.  The  figures  represent 
one  lot  of  spirits  received  from  rectification. 
A  sub-total  is  taken  of  the  first  division, 
which  is  whiskey.  To  this  total  are  added 
the  single  barrels,  which  in  the  order  print- 
ed, are  gin,  brandy  and  kimrael.  A  grand 
total  is  then  taken,  proving  the  figures  of 
form  52-b.  The  same  operation  is  carried 
out  in  form  52-a. 

The  following  is  a  clipping  of  a  letter 
received  from  Arthur  Lehmann  &  Company, 
Distillers,  Peoria,  Illinois,  dated  July  12, 
1911 : 

"Revenue  Work — We  are  compelled  to 
make  monthly  reports  to  the  U.  S.  Govern- 
ment of  every  gallon  received  and  disposed 
for  the  month.  This  is  done  by  going 
through  a  book,  which  is  called  form  52-a 
for  the  goods  received,  and  form  52-b  for 
the  goods  disposed.  These  figures  are  given 
to  them  in  total  with  a  tissue  which  is  torn 
out  of  the  books  showing  our  different 
transactions.  This  to  a  liquor  house  of  any 
size  is  the  hardest  grind  that  a  clerk  has. 
It  takes  us  better  than  a  day's  work  to  add 
and  compile  these  figures.  The  machine  is 
in  constant  use  all  day  by  somebody  in  the 
office." 

Couldn't  Do  ^Vithout  a  Burroughs 

The  Burroughs  Adding  Machine  Co., 
Detroit,  Michigan. 
Gentlemen  : — In  reply  to  your  letter  of  the 
25th  inst.,  we  are  indeed  glad  to  say  that 
the  Burroughs  Adding  Machine  No.  1 19820 
has  given  us  absolute  satisfaction ;  in  fact, 
we  could  not  very  well  do  without  one.  We 
use  this  machine  in  making  out  deposit  slips, 
trial  balance,  adding  numerous  items  and 
other  office  work,  that  no  other  machine 
could  do,  but  a  Burroughs.  Any  other  in- 
formation we  can  give  you  or  any  user  of 
the  Burroughs  machine,  we  are  at  your  com- 
mand. 

Yours  very  truly. 

The  Greil  Trading  Company, 
D.  S.  Marcus. 


RETURN  OF  SPl\^ 

No.  4 

',  ///  the  First  D 

Serial  No. 

Serial  No.            j 

of 

OF                        \ 

Warehouse          > 

Packasre 

Stamp                 , ' 

5,  7  5  4  .4  8 

6, 4  9  7 .4  8 

9 

9 

5  0 

50 

1 

1 

2 

2( 

3 

^1 

4 

4 

5 

5 

6 

6 

7 

^} 

8 

8  ( 

9 

9 

60 

111 
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RITS  GAUGED  /or  COLUMBUS   DISTILLING   COMPANY,  ^/  Dht^/kry 
istrict  of  New  York,  this day  of ,  IQ 


Gross 
Weight 


3.9  0 
9  0 
9 
9 
9 
9 
9 
9 
9 
9 
9 
9 
9 


Tare 


Net 
Weight 


02 

22 

2 

2 

0 

3 

32 

1 

2 

22 

22 


68 

6  8 
682 

7  0 
692 
69 
6  7 
70 
702 
68 
69 
69 
69 


.2 
2 
2 
2 
2 
2 
2 
2 
2 
2 
2 
2 
2 


2 

2 

2 

22 

22 

3 

3 

3 

3 

3 

3 

32 

32 


■a 

s 


0)  u 

as 


Net  Wine 

Gallon 

Contents 


7.3  7 
7.3  7 

7.3  7 

7.4  4 

7.4  4 
4  7.5  1 
4  7.5  1 

7.5  1 
7.5  1 
7.5  1 
7.5  1 
7.5  9 
7.5  9 


4 
4 
4 
4 

4 


4 
4 
4 
4 
4 
4 


Proof 

Gallon 

Contents 


0.0  0 
0.0  0 
0.0  0 
0.14 
0.14 
0.2  8 
0.2  8 
9  0.2  8 
9  0.2  8 
9  0.2  8 
9  0.2  8 
9  0.4  2 
9  0.4  2 


9 
9 
9 
9 
9 
9 
9 


Taxable 

Gallon 

Contents 


Serial  No. 

OF 

Tax  Paid  Stamp 


1, 0  1  9  .5  4 
5 
6 
7 
8 
9 
6  0 
1 
2 
3 
4 
5 
6 


Original 
AS  Shown 


Contents 
BY  Marks 


Wine 
Gallons 


Proof 
Gallons 


4  7.6  6 
4  7.6  6 
4  7.6  6 
7.7  3 

7.7  3 

7.8  1' 
7.8  1 
7.8  1, 

4  7.8  Ij 
4  7.8  1' 
4  7.8  1, 
4  7.8  8J 
4  7.8  8' 


4 
4 
4 
4 
4 


No.  of 
Months 

in 
Ware- 
house 


0.5 

0.5 

0.5 

0.6 

0.6 

0.8 

0.8 

0.8 

0.8 

0.8 

0.8  3 

0.97 

0.9  7 


)       9  42 

67 

2  72 

4  8.18 

— ^ 

9  1.5  3 

"" 

6 

4  8.4  7 

9  2.09 

9  62 

69 

2  72 

4  8.18 

9  1.5  3 

7 

4  8.4  7 

9  2.09 

9  6 

6  8 

2  8 

4  8.2  5 

9  1 .6  7 

8 

4  8.5  4 

9  2.23 

9  52 

672 

2  8 

4  8.25 

■;    9  1 .6  7 

9 

4  8.5  4 

9  2.23 

9  42 

6  62 

2  8 

4  8.2  5 

9  1 .6  7 

60 

4  8.5  4 

9  2.2  3 

9  7 

6  9 

2  8 

4  8.2  5 

9  1 .6  7 

1 

4  8.5  4 

9  2  .2  3' 

9  42 

6  62 

2  8 

4  8  .2  5         .     9  1 .6  7 

2 

4  8.5  4 

9  2  .2  3 

9  62 

68 

2  82 

4  8 .3  2             9  1 .8  1 

3 

4  8.6  2 

9  2  .3  7i 

9  7 

682 

2  82        '         4  8.3  2;       !     9  1.81 

4 

4  8.6  2 

9  2.37 

9  72 

69 

2  82                4  8.3  2  i           9  1.81 

5 

4  8.6  2 

9  2  .3  7| 

9  42 

66 

2  82 

4  8.3  2 

•     9  1 .8  1 

6 

4  8.6  2 

9  2  .3  7! 

)       9  7 

68 

29 

4  8.4  0 

,     9  1 .9  5 

7 

4  8.6  2 

9  2  .5  1 

/       9  7 

6  8 

29 

4  8.40 

'■     9  1 .9  5 

8 

4  8.6  2 

9  2  .5  1, 

i        9  62 

672 

29 

1  4  8 .4  0 

9  1 .9  5 

9 

4  8.6  2 

9  2  .5  1 

\       9  6 

67 

29 

4  8 .4  0 

9  1 .9  5 

70 

4  8.6  2 

9  2.51 

99 

70 

2  9 

4  8 .4  0         ^     9  1 .9  5 

1 

4  8.6  9 

9  2  .5  1' 

9  6 

67 

2  9 

4  8 .4  0             9  1 .9  5 

2 

4  8.6  9 

9  2  .5  Ij 

9  7 

68 

2  9 

4  8 .4  0  1       ,     9  1 .9  5 

3 

4  8.6  9 

9  2.5  1 

\       9  9 

69 

3  0 

4  8  .5  4  !       1     9  2  .2  3 

4 

4  8.8  4 

9  2  .7  9, 

/       9  92 

692 

3  0 

4  8  .5  4  1       1     9  2  .2  3 

5 

4  8.8  4 

9  2.79 

4.0  0 

67 

3  0          :       !  4  8  .5  4  ^           9  2  .2  3 

6 

4  8.8  4 

9  2.7  9 

\    3.992 

70 

30 

4  8 .5  4             9  2  .2  3 

7 

4  8.8  4 

9  2.79 

I        9  7 

69 

3  02 

4  8 .6  2             9  2  .3  7 

8 

4  8.9  1 

9  2.93 

/       982 

6  6 

3  1 

1         4  8  .6  9             9  2  .5  1 

9 

4  8.9  8 

9  3.07 

4.0  2 

662 

32 

!         4  8  .8  4  !           9  2  .7  9 

8  0 

4  9.13 

9  3.35 

4.0  1 

70 

32          i         48. 8  4:           92. 7  9 

1 

4  9.13 

9  3.35 

)    4.0  2  2 

69 

32 

4  8 .8  4             9  2  .7  9 

2 

4  9.13 

9  3.35 

4.0  2 

70 

3  22; 

4  8.91 

9  2.93 

3 

4  9.2  0 

9  3  .4  9, 

\ 

3,S 

4  3.4  5 

■'7, 

3  0  2  .4  0 

y. 

3,8 

3 
6  6.77 

4  7.0  4  -"- 

1 

Ganger 

1 
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Inspection    i 

)/ Barrels  of 

for 

at  Dist.  No. 

I,  Stii  District  of  Illinois, 

this                      day  of 

191 

\  lAL   NUMBER 
/  PAID  STAMPS 

GROSS 
WEIGHT 

TARE 

NET 
WEIGHT 

WINE 
GALLONS 

PROOF 

PROOF 
GALLONS 

TAX 
GALLONS 

DATE 
ORIG. 
INSP. 

ORIGINAL 

PROOF 
GALLONS 

i  0  0  0 .8  9 

4.312 

.9  42 

33  7 

4  3.3  3 '1  0  1 

4  3.7  7 

43  7 

4  2.11 

t      4  5  .2  2 

1  "           .9  0 

352 

.942 

.4  1 

4  3.8  5 

4  4.2  9 

4.4  2 

4  5  .2  2 

\                1 

372 

.9  5 

.4  22 

4  4.0  4 

4  4.4  8 

4.4  4 

4  5.2  8 

2 

.3  22 

.9  22 

.4  0 

4  3.7  2 

4  4.16 

4.4  1 

4  5.2  8 

3 

33 

.9  5 

.3  8 

4  3.4  6 

4  3.90 

43  9 

4  5.2  8 

4 

33 

.9  4 

3  9 

4  3.59 

4  4.0  3 

4.4  0 

4  53  5 

' 

3  5 

.9  12 

.432 

4  4.17 

4  4.6  1 

4.4  6 

4  5.3  5 

3  02 

.9  0 

.4  02 

4  3.7  8 

4  4.22 

4.4  2 

4  5.4  1 

7 

31 

.8  72 

.432 

4  4.2  2^1  0  2 

4  5.10 

4.5  1 

4  5.4  1 

8 

3  4 

.8  72 

.4  62 

4  4.6  0i 

4  5.4  9 

4.5  4 

4  5.4  7 

9 

392 

.9  4 

.452 

4  4.4  3 

101 

4  4.8  7 

4.4  8 

4  5.4  7 

]         1.0  0 

3  3 

.8  6 

.4  7 

4  4.6  2 

4  5.0  7 

4.5  0 

4  5.4  7 

1 

3  5 

.9  0 

.4  5 

4  43  6 

4  4.8  1 

4.4  8 

4  5.5  4 

2 

3  6 

.9  12 

.442 

4  43  0 

4  4.7  4 

4.4  7 

4  5.5  4 

S               3 

ZA"^ 

.8  9  2 

.4  5 

4  43  6 

4  4.8  1 

4.4  8 

4  5.5  4 

4 

3  9 

.9  3 

.4  6 

4  4.4  9 

4  4.9  4 

4.4  9 

4  5.6  0 

5 

.4  02 

.9  3 

.472 

4  4.6  911  0  2 

4  5.13 

4.5  1 

4  5.6  0 

6 

362 

.9  12 

.4  5 

4  43  6|1  0  1 

4  4.8  1 

4.4  8 

4  5.6  0 

I                 "^ 

3  8 

.9  2 

.4  6 

4  4.4  9 

4  4  .9  4 

4.4  9 

4  5.6  0 

8 

.3  6 

.8  92 

.4  62 

4  4.6  0 

4  5.4  9 

4.5  4 

4  5.6  7 

9 

3  62 

.9  12 

.4  5 

4  4.3  6 

4  4.8  1 

4.4  8 

4  5.6  7 

.10 

3  22 

.8  6 

.4  62 

4  4.5  6 

4  5.0  0 

4.5  0 

4  5.6  7 

.11 

372 

.9  02 

.4  7 

4  4.6  2 

"  4  5 .0  7 

4.5  0 

4  5.6  7 

.12 

3  3 

.8  7 

.4  6 

4  4.5  4 

4  5.4  3 

4.5  4 

4  5.6  7 

1 

,  0  6  1 .5  4 

-"- 

1, 0  7  3  .9  7  "- 

10  7  3  0  -"- 

1, 0  9  1 .5  8  -"- 

J  /er^<y  /«  /orw 

tS2to 

/  '.  .v.  Gauger. 

Detailed  Inspection  of  Whiskey 


Machine  made  with  wide  carriage  for  sheets 
and  carbon  work 


'  I  ^HE  extra  columns  of  figures  and  the  addi- 
-*■  tional  information  necessary  in  the  "detailed 
inspection"  can  be  run  off  on  the  machine 
practically  with  as  great  speed  as  when  running 
a  regular  inspection  sheet. 

We  have  reproduced  on  this  page  a  form 
used  by  Clarke  Brothers  &  Company,  Brewers, 
of  Peoria,  Illinois.  Owing  to  lack  of  space  we 
have  been  compelled  to  omit  the  first  two 
columns,  serial  numbers  of  packages  and 
se;'ial  numbers  of  warehouse  stamp.  The 
balance  of  the  form  is  shown  complete  as 
run   off   daily   by  this   company. 

In  the  gross  weight,  tare  and  net  weight 
columns,  the  half  pounds  are  printed,  but 
not  added.  For  this  purpose  a  special  key 
is  made  with  type  of  a  figure  2.  This  key 
takes  the  place  of  the  eliminating  key,  and 
is  made  to  lock  down  similar  to  the  repeat 
key.  In  this  way  the  figure  2  can  be  re- 
peated   as  often   as  desired. 

The  first  six  columns  are  printed  but  not 
added.  The  columns  headed  "wine  gal- 
lons," "proof  gallons,"  "taxable  gallons"  and 


"original  proof  gallons,"  are  next  listed  and 
added,  and  the  total  taken.  The  two  col- 
umns headed  "proof"  and  "date  of  original 
inspection,"  of  course,  are  listed,  but  not 
added.  The  item  421 1,  as  shown  in  the 
next  to  the  last  column,  represents  the  date, 
April  2nd,   1911. 

Clarke  Brothers  &  Company  advised  us 
since  they  have  installed  a  Burroughs  Elec- 
tric Drive  Machine,  they  are  able  to  handle 
their  work  with  much  less  time,  producing 
neater  and  absolutely  accurate  details. 

1  he  Corning  Distilling  Company,  also  of 
Peoria,  uses  a  similar  style  machine  for 
their  Ganger's  Return  Record.  The  adjust- 
able stop  bar  is  set  for  ten  stops  at  the 
correct  column  widths.  After  printing  one 
column  the  carriage  is  then  allowed  to  move 
to  the  next  stop,  and  the  next  column  of 
figures  is  printed;  the  carriage  is  then 
moved  to  tjie  next  stop,  etc.  By  this  ar- 
rangement any  difficulty  in  regard  to  adjust- 
ing the  carriage  to  the  proper  place  by 
hand   is   entirely  eliminated. 


[Pate    Ten] 
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NO.  OF  PHO*.                          KING 

OF  •PiniTS                                                  DIVTILLCD  SV 

DISTRICT                      moor 

1 

C5   J^                      D.-.»TU«0    ALCOHOL     1     *"";:„ ^^nVo'"""     1    '" 

California  1    -1    Q  Q 

± 

WINE  GALS. 

,^C.          PROOrOALS. 

.".  SERKL  NO.  PACKASC 

.;;.    SERIAL  no.  STAMP 

2  7.9  3 

5  0.27 

2  2  4  .2  6 

3  2  7 .2  6 

2  7.3  5 

4  9.2  3 

7 

7 

2  7.6  4 

4  9.7  5 

8 

8 

2  7.4  9 

4  9.4  9 

9 

9 

2  7.6  4 

4  9.7  5 

3  0 

30 

2  72  1 

4  8.9  7 

1 

1 

2  7.9  9 

4  8  .5  8 

2 

2 

2  735 

4  9  .2  3 

3 

3 

2  7.35 

4  9.2  3 

4 

4 

2  7.49 

4  9.4  9 

5 

5 

2  7.4  9 

4  9.4  9 

6 

6 

2  7.5  7 

4  9.6  2 

7 

7 

2  7 .4  9 

4  9.4  9 

8 

8 

2  7.3  5 

4  9.2  3 

9 

9 

2  7.3  5 

4  9.2  3 

4  0 

40 

4  1  2  .6  9 

"-       7  4  1 .0  5 

■;;- 

Alcohol  Regauge 

'  I  *HE  forms  illustrated  on  this  page  show 

how  the  Crown  Distillery  Company,  of 

San    Francisco,    uses    a    9-column    Burroughs 

machine  for  their  regauge  record  of  alcohol. 

The  forms  as  we  have  reproduced  them 
were  designed  by  the  Crown  Distillery  Com- 
pany especially  to  meet  the  needs  of  this  one 
department,  and  to  fit  the  Burroughs  9-col- 
umn machine.  They  claim  that  it  is  a  great 
time  saver  for  them  and  that  their  records 
are  now  accurate,  neat  and  easy  to  read. 

The  machine  operation  is  very  simple,  as 
it  is  necessary  only  to  list  the  wine  gallons, 
and  take  a  total ;  then  allow  tlie  carriage  to 
move  to  the  second  position,  and  to  list  the 
proof  gallons  and  take  the  total.  The  serial 
numbers  are  listed  in  the  same  way,  no  total 
being  taken.  These  forms  are  addressed  in 
longhand,  at  the  same  time  being  stamped 
with  a  dater,  also  the  name  of  the  gauger. 
A  great  many  concerns  are  using  the  Split 
and  Normal  machines;  by  this  we  mean  ma- 
chines with  the  keyboard  split  into  two 
separate  adding  sections.  This  will  enable 
the  operator  to  list  and  add  the  columns, 
"wine  gallons"  and  "proof  gallons''  in  one 
operation. 

The  Commercial  Distilling  Company,  of 
Terre  Haute,  Indiana,  uses  a  17-column  ma- 
chine for  this  work,  the  keyboard  being  split 
into  three  sections,  enabling  the  operator  to 
list  the  serial  number  of  packages,  wine 
gallons  and  proof  gallons  in  one  operation, 
and  at  the  same  time  get  a  total  of  the  wine 
and  proof  gallons. 
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To    Messrs.    Eagle  Wine   Co, 


San  Francisco,. 
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MO.  or  PKoa. 

KINO  OF  epiniTe 

OlSTILLEO    BV 

oisthict 

OAUGBR 

D»TC 

5 

SPIRITS 

A.S.  M.CO. 

S   ILL. 

Geo.    Russell 

6/29/11 

190 

wine  oals.     -;;- 

PROOr  GALS.        J/^ 

SERIAL    NO.                   .,5. 

WAREHOUSE                 _,(_ 

TAX    PAID                     _„_ 

4  S 
4  i 
5( 
5C 
5( 

24  i 

3.5  7 
3.3  2 
D.16 
D.0  9 
D.4  6 

3  .6  0  -"- 

9  4.1 
9  1.8 
9  5.3 
9  5.1 
9  5.8 

4  7  2.3 

9 

1 
1 

7 

7 

5  "- 

2  5, 0  1  6  .3  6 
7 
8 
9 

4  0 

9, 5  9  6 .3  6 

7 

8 

9 

4  0 

1,4  8 

4.7  5 
6 
7 
8 
9 
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■^^y^^-^iTU-xn-fv-k.' 

-X- 

5 

0 

2,3  5  9.3  5 

5 

0 

2, 4  2  6 .0  7 

4 

1  8  7 .6  1 

2 

0 

9  6  1  .8  0 

8 

0 

3,  7  7  8  .9  4 

8 

0 

3,  7  7  9  .6  2 

8 

0 

3,  7  9  4  .7  2 

8 

0 

3,  7  6  6 .9  0 

2 

0 

9  5  8  .0  5 

8 

0 

3,  8  1  0 .7  2 

8 

0 

3,  7  7  4  .8  2 

8 

0 

3,  7  6  8  .8  0 

8 

0 

3,  7  6  2  .3  2 

2 

0 

9  3  4  .5  0 

8 

0 

3, 7  3  0 .5  3 

8 

0 

3,  7  5  2  .0  9 

8 

0 

3, 7  5  4  .4  1 

8 

0 

3, 7  4  2  .6  5 

8 

0 

3,  7  3  8  .2  6 

4 

0 

1, 9  1  2  .5  4 

8 

0 

3,  8  2  1 .1  1 

8 

0 

3,  8  3  7 .7  4 

8 

0 

3,  8  1  4  .2  7 

2 

0 

9  5  1 .5  7 

5 

0 

2, 4  2  2  .9  6 

2 

0 

9  6  6  .2  2 

8 

0 

3,  8  5  6  .1  7 

4 

0 

2, 0  6  5  .7  6 

3 

0 

1, 4  2  0  .7  0 

3 

1  4  1 .2  4 

3 

0 

1, 4  7  4  .5  4 

175 

7 

8  3, 4  6  6 .9  8  s 

1 

0 

4  8  6 .9  1 

8 

0 

3,  8  8  0 .4  5 

8 

0 

3,  8  7  9  .9  3 

8 

0 

3,  8  8  6 .6  5 

2 

0 

9  5  9  .7  3 

8 

0 

3,  8  5  7 .9  6 

8 

0 

3,  8  5  4  .2  2 

8 

0 

3,  8  5  9  .3  4 

8 

0 

3,  8  7  1 .3  5 

8 

0 

3,  8  9  5  .4  8 

8  2 

1  3 

1 

3 


9  1.0  1 
6  2  6  .0  8 

4  7.0  8 
1  4  2 .9  8 


2991014  2,  919. 5  5t 


Total  Gallons  and  Value  of  AVhiskey 
in  Warehouse 


1 

0 

J . — — — 

4  6  8  .9  4 

1 

0 

4  7  3  .1  8 

2 

0 

9  4  2  .1  2  s 

1 

0 

4  7  1 .5  2 

1 

0 

4  7  4  .4  7 

1 

0 

4  7  8  .2  6 

1 

0 

4  6  4  .1  9 

1 

0 

4  6  6 .5  0 

1 

0 

4  5  9  .3  0 

1 

0 

4  8  0.6  3 

1 

0 

4  6  6 .8  2 

1 

0 

4  7  1 .4  5 

1 

0 

4  6  1 .6  1 

3 

1  4  1 .3  8 

1  2 

3 

5, 7  7  8  .2  5  t 

3  11 

3  14 

8,  6  9  7 .8  0  t 

Total  Gallons  and  Value  of  Gin 
in  Warehouse 

Monthly  Record  of  Spirits  in 
Bonded  Warehouse 

MONTHLY  accounting  of  goods  held  in 
bonded  warehouses  necessitates  a  large 
amount  of  listing  and  adding  of  figures.  For 
this  work  the  Commercial  Distilling  Com- 
pany, of  Terre  Haute,  Indiana,  uses  a  Bur- 
roughs Duplex  Machine  of  15-column  capa- 
city, having  the  keyboard  split  between  the 
ninth   and  tenth  columns. 

The  left  column  of  figures  represents  num- 
ber of  packages,  the  right  column  proof  gal- 
lons. The  division  of  goods  entered  since 
July  ist  is  for  the  purpose  of  checking  up 
the  government  warehouse  bond. 

The  first  division  of  figures  is  the  amount 
of  whiskey  entered  since  July  ist,  $83,466.98, 
a  sub-total  is  taken  of  this  amount.  The 
whiskey  entered  previous  to  July  1st  is  then 
listed  and  added,  and  the  grand  total 
($142,919.55)  transferred  automatically  to  the 
lower  half  of  the  machine. 

Next  the  gin  entered  since  July  ist  is  listed 
and  added  in  the  upper  counter,  and  a  sub- 
total taken  in  the  same  manner  as  done 
with  the  whiskey;  the  gin  entered  previous 
to  July  ist  is  also  listed  and  added,  and 
the  grand  total  ($5,778.25)  transferred  to 
the  lower  counter.  By  shifting  the  Duplex 
lever  to  lower  position,  pressing  the  total 
key,  and  pulling  the  handle,  a  grand  total 
of  the  lower  counter  can  be  printed  which 
will  give  the  total  gin  and  whiskey  in  bond. 

These  records  are  kept  by  the  Commercial 
Distilling  Company  and  balanced  every 
month,  showing  the  remaining  packages  and 
proof  gallons  of  various  liquors.  With  the 
Duplex  machine  separate  totals  can  be  taken 
of   any   number   of   liquors. 


Burroughs  Numerical  Cash  Received 
System 

THE  Hayner  Distilling  Company,  Day- 
ton, Ohio,  has  found  that  with  the 
Burroughs  a  Numerical  Cash  Received  Sys- 
tem can  be  satisfactorily  used,  with  a  tre- 
mendous saving  of  time. 

Entering  cash  by  use  of  numbers  instead 
of  the  customers'  names  is  another  short  cut 
in  bookkeeping  made  practicable  by  the  add- 
ing machine.  We  supply,  upon  request,  no 
charge,  a  booklet  explaining  a  cash  received 
system,  wherebv  the  journalizing  of  cash  is 
entirely  eliminated;  but  for  our  customers 
desiring  to  retain  their  cash  book,  we  strong- 
Iv  advocate  the  numerical  system. 

By  numerical  system  we  mean  the  use  of 
numbers  instead  of  names.  These  numbers 
are  put  on  every  piece  of  mail,  correspond- 
ence or  orders  that  comes  in,  by  the  custom- 
ers themselves,  or  if  they  omit  to  insert  the 
number,  by  index  clerks  who  look  them  up. 
Each  piece  of  mail  is  numbered  'before  it  is 
allowed  to  leave  the  incoming  mail  table. 
After  all  cash  orders  and  remittances  have 
been  numbered  in  this  way,  they  are  imme- 
diately run  off  on  the  cash  receipts  record 
with   Burroughs   machine. 

The  concerns  using  this  system  generally 
run  a  triple  alphabetical  index  file,  using 
for  these,  light  weight  paper  cut  in  small 
slips  about  2^;X4.  These  slips  are  usually 
printed  during  the  operation  of  billing.  If 
the  firm  uses  a  ledger  card  system,  the  in- 
voice, shipping  order,  first  and  second  ledger 
card  and  the  three  index  slips  can  be  made 
out  in  one  operation.  The  slips  are  imme- 
diately filed,  one  set  in  alphabetical  arrange- 
ment according  to  customer's  name,  one  set 
according  to  town,  and  the  third  in  numerical 
order  according  to  the  customer's  number. 
This  will  absolutely  obviate  any  possibility 
of  misfiling,  which  under  ordinary  circum- 
stances causes  some  trouble  in  finding  a 
customer's   number  or  name  when  wanted. 

The  machine  necessary  is  one  having  a 
fifteen-column  capacity,  with  a  variable  split 
device,  enabling  the  operator  to  set  both  the 
number  and  amount  into  the  machine  in 
one  operation,  printing  the  items  in  separate 
columns.  Where  it  is  desired  to  mark  some 
items  with  special  characters,  special  keys 
can  be  put  on  the  machine  to  print  them, 
such  as  C  for  C.  O.  D.,  A  for  Account,  O 
for  Order,  and  D  for  Draft.  The  size  of  the 
sheet  in  common  use  is  6j4xi254i  giving 
room  to  list  150  items  in  two  sets  of  col- 
umns. 


H 

1 

u 
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Is  Used  in  All  Departments 

Bmrouglis   Adding   Machine   Company, 
Department  of   System  Service, 
Detroit,  Michigan. 
Gentlemen: — Replying     to     your     inquiry 
contained   in  your  letter  of  June  28th,  would 
say    that   the   Burroughs    adding    machine    in 
our    office    is    in    almost    constant    use    daily, 
being   used    for    the   confirmation    of   footings 
in    our   Bottle   Beer    and    Keg    Beer    Ledgers, 
for  Bank  Deposits,  for  Trial  Balances,  ascer- 
taining  the   total    amounts  of   the   items   com- 
prising  the  monthly  statements  of   firms  from 
whom   we  purchase  supplies;   in  fact,  we  use 
the    machine    in    connection   with    all   depart- 
ments  of  our  clerical  work. 

Trusting  that   this   will   give   you   the   de- 
sired  information,   we  remain, 
Very  truly  yours, 
Los  Angeles  Brewing  Company. 
Per    IVilliam   Kraemer,  Secy. 

Great  Saving  on  Journal  and  Ledgers 

Burroughs  Adding  Machine  Company, 
Detroit,  Michigan. 
Gentlemen: — In  answer  to  yours  of  re- 
cent date  regarding  the  usage  of  your  add- 
ing machine  placed  with  us,  will  say  that 
same  is  used  for  footing  our  Journals,  foot- 
ing Ledger  Accounts,  making  up  Deposit 
lists,  footing  Trial  Balances,  and  for  every- 
thing that  it  is  possible  to  use  an  adding 
machine. 

Trusting   that  this   information   will  prove 
satisfactory  to  you,  we  beg  to  remain, 
Yours  very  truly. 
Wm.  J.  Lemp  Brewing  Company. 
Per  Mgr.   City  Dept. 


Vau.  Buatz  Brkw-i.ng  Company 

Mll.H'ArKBR 


Kansas  Cily,  Mo., 


June  17. 


1911 


Burroughs  Adding  Machine  Co. , 

Detroit.  Michigan. 
Gentlemen: - 

In  replying  to  your  letter  of  the 
15th  in  reference  to  usee  to  which  we 
put  your  adding  machine. 

We  use  the  machine  in  making  out 
Deposit  slips. 

Taking  trial  talance  off  ledger. 
Listing  Cash  and  Checks, 
Adding  Figures  in  Cash  Book, 
' '  Sales  Book, 
' '      ' '     ' '  Journals ,  etc , 

and  Listing  Weight  Tickets, 
In  fact,  for  all  adding  that  is  neces- 
sary In  any  office. 

The  weight  tickets  we  mentioned 
are  city  scale  tickets  for  feed,  grain 
and  ice.   We  simply  list  and  total 
the  weights,  which  formerly  had  to  to 
done  with  pen  and  ink. 

Yours  very  truly, 

VAL.  BLATZ  BREWING  CO. 

Kansas  City  Branch. 


Short  Cuts  in  Brewery  Accounting 

IVt  bate  no  historic  account  0/  Ihc  first  hrtmer,  but  ux  glean  from 
history  that  this  trade  was  practiced  and  its  produce  relished  more 
than  two  thousand  years  ago.  7  heophrastus,  who  Toas  born  nearly 
400  years  before  Christ,  described  beer  as  the  "wine  of  barley'  . 


BREWING  is  probably  one  of  the  oldest 
lines  of  business  known.  Isn't  it 
reasonable,  then,  to  believe  that  the  cost  of 
operating  and  maintaining  such  a  business 
sliould  be  worked  out  to  a  nicety  by  this 
time.' 

In  endeavoring  to  show  how  the  cost  of 
brewery  accounting  may  be  reduced  to  a 
minimum,  we  shall  not  deal  with  the  books 
of  a  brewery,  which  are  almost  identical 
with  those  in  use  in  any  other  line  of  busi- 
ness, but  will  devote  the  space  on  the  next 
few  pages  to  the  forms  which  are  more  or 
less  peculiar  to  the  brewing  trade  and  which 
possess  points  of  interest  to  accountants. 

The  short  cuts  described  on  pages  4  and  5 
of  this  folder  are  being  employed  by  Bur- 
roughs users  to  excellent  advantage,  and  this 
illustrates  in  a  way  how  managers  may  be  treed 
from  accounting  details  and  on  the  other  hand 
have  at  their  finger  tips  records  showing 
the  exact  condition  of  the  business,  the  profit 
and  loss  on  each  and  every  department  and 
branch. 


Costs  and  Percentages 

WE  illustrate  above  a  short  cut  used  by 
Hoster-Columbus  Association  Brew- 
ers Company,  of  Columbus,  Ohio.  The 
scheme  may  be  used  by  accountants  until 
they  become  proficient  in  the  Burroughs 
method   of  division. 

In.  order  to  ascertain  the  cost  per  barrel, 
it  is  necessary  to  divide  the  expense  of  the 
malt,  hops,  wages  or  any  items  on  which 
information  is  desired,  by  the  number  of 
barrels.  By  having  a  scale  as  above,  you 
can  quickly  determine  how  many  times  the 
figure  will  go  into  the  dividend  and  so 
save  the  trouble  of  multiplying  and  divid- 
ing, thus  eliminating  any  chance  of  errors  in 
multiplying,  as  the  machine  figures  are  abso- 
lutely correct. 

To  make  a  scale  of  this  kind,  set  into  the 
machine  the  divisor  (in  this  case  78579), 
and  with  the  carriage  back,  pull  the  handle, 
then  print  a  sub-total.  Set  the  same  divisor 
in  the  machine  again  and  duplicate  the 
operation.  This  should  be  repeated  9  times. 
By  taking  the  tenth  total  with  the  total  but- 
ton depressed,  you  will  clear  the  machine, 
and  the  amount  printed  should  read  the  same 
as  the  original  divisor  with  a  cipher  annexed 
(in  this  case  785790). 


Keg  Beer  Sales 

THE  Hoster-Columbus  Association  Brew- 
ers Company,  Columbus,  Ohio,  have 
one  of  their  machines  equipped  with  frac- 
tions in  8ths— ^8,  ^,  Yi,  'A,  H,  yi,  Vs-  This 
greatly  facilitates  additions  of  keg  beer 
sales,  which  range  from  whole  barrels  to 
eighths.  This  machine  is  also  very  useful 
in  totaling  weekly,  monthly,  quarterly,  semi- 
annual and  yearly  sales  of  keg  beer. 

For  concerns  that  already  have  regular  ma- 
chines, we  suggest  that  they  use  decimal  equiv- 
alents for  fractions,  using  the  comma  punctua- 
tion for  the  decimal  point. 

Eleven  Copi'es  of  Trial  Balance 
Sheet 

THIS  same  company  requires  ten  sets 
and  one  extra  copy  of  the  trial  balance 
of  a  general  ledger.  These  are  all  run  off 
en   a   Burroughs   to  insure   absolute   accuracy. 

The  original,  or  master  sheet,  is  ruled  so 
the  names  can  be  filled  in;  each  line  is 
numbered.  The  number  is  written  on  the 
ledger  page  upon  which  the  account  that 
has  been  posted  appears.  This  is  for 
checking  purposes  only,  enabling  the  book- 
keeper to  tell  by  comparing  the  number  of 
the  line  or  the  insert  sheet  with  the  number 
on  the  page  in  the  ledger,  whether  or  not 
he  has  inserted  the  figure  in  its  proper  place 
on  the  Trial   Balance. 

If  the  ledger  accounts  are  not  rearranged, 
it  is  necessary  to  fill  out  the  master  sheet 
only  once.  On  some  of  the  pages  to  which 
are  allotted  personal  accounts,  there  are 
blank  lines  to  take  care  of  new   accounts. 

The  trial  balance  is  taken  off  in  the  reg- 
ular way,  all  debits  being  entered  and 
added,  the  credits  being  printed  with  the 
eliminating  key  depressed.  By  using  the 
machine  in  this  manner,  this  company  takes 
off  its  trial  balance  in  five  or  six  hours,  a 
procedure  which  formerly  required  two  days. 


Burroughs  Duplex 


THE  Duplex 
Model  is 
equipped  w^ith 
two  sets  of  add- 
ing wheels  to 
accumulate 
two  separate 
totals  at  the 
same  time. 
When  the 
''Control  Lev- 
er," which  is 
located  at  the 
left  side  of  the 
keyboard,  is  in 
the    "upper 


l^ 


counter"  po- 
si  tl  on  items 
may  be  accum- 
ulated in  the 
upper  set  of 
adding  wheels. 
When  in  the 
"  lower  count- 
er "  position 
the  items  are 
accumul  a  ted 
in  the  I  ow^er 
set  of  adding 
v^heels. 


&0  ^ii0 
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Addition  ot  Bushels  and  Pounds 
of  Malt 

WHEN  one  has  the  problem  of  adding 
numerous  items,  containing  bushels 
and  odd  pounds,  such  as  scale  tickets  show- 
ing the  weights  of  loads  of  malt,  it  may  be 
readily  done  on  the  adding  machine,  con- 
verting the  odd  pounds  into  bushels  as  the 
items   are   listed. 

Example  No.  i  illustrates  the  use  of  a 
Burroughs  made  with  special  keys  in  the 
two  right  hand  columns;  these  are  arranged 
for  accumulating  odd  pounds  of  malt,  which 
are  automatically  converted  into  bushels  and 
carried  into  the  bushel  column  by  the  ma- 
chine. When  using  a  machine  with  a  split 
keyboard     for     this     work,     the     number    of 
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bushels  should  be  listed  on  the  left  of  the 
split  and  the  odd  pounds  on  the  right. 
(Example  2.)  After  all  have  been  listed, 
the  carriage  should  be  thrown  back  and  the 
pounds  divided  by  34  to  get  the  bushels. 
This  is  done  in  the  following  manner;  The 
complement  of  the  number  of  pounds  in  a 
bushel  is  placed  in  the  two  right  hand  col- 
umns (Malt  has  34  pounds  to  bushel.) 
(Complement  of  34  is  66.)  Next,  the  nines, 
to  the  left  of  the  complement,  should  be  de- 
pressed in  the  other  columns  up  to  the  divi- 
sion of  the  keyboard,  and  the  repeat  key 
should  be  depressed.  Now,  while  watcliing 
the  figures  shown  on  the  adding  wheels  of 
the  right  section  (which  represent  the  total 
number  of  pounds),  pull  the  lever  until  the 
amount  shown  by  the  adding  wheels  is  less 
than  the  number  of  pounds  in  a  bushel.  Re- 
place the  repeat  key  and  with  the  correction 
key  restore  the  keys  depressed.  Then  re- 
store the  carriage  to  the  printing  position. 
Take  a  spacing  stroke  and  print  the  total. 
This  total  will  show  the  total  number  of 
bushels   and   odd   pounds. 

This  same  work  may  be  done  on  a  reg- 
ular machine  which  is  without  a  split  key- 
board, by  assuming  that  there  is  a  split,  for 
instance,  between  the  fifth  and  sixth  columns 
and  disregarding  the  ciphers  printed  be- 
tween the  bushels  and  pounds.  (See  exam- 
ple 3.) 

Checking  Incoming  Car-Load 
Shipments 

'TpO  accurately  check  incoming  shipment 
■»-  of  grits,  hops,  rice  and  malt,  necessi- 
tates a  large  amount  of  work,  all  of  a  figure- 
handling  nature.  With  a  Burroughs  this 
routine  can  be  reduced  to  a  minimum. 

The  first  group  of  figures  shown  on  the 
right  hand  side  of  this  page  represents  the 
gross  weight  of  eight  wagon  loads  of  malt 
brought  from  the  car  to  the  brewery.  The 
second  group  represents  the  tare  weight  of 
the  same  loads. 

The  work  illustrated  was  done  on  a  Du- 
plex model  which  will  carry  two  separate 
totals  at  the  same  time.  The  total  of  the 
gross  weight  80860  is  transferred  to  the 
lower  set  of  adding  wheels,  thus  leaving 
the  upper  set  cleared  to  add  the  tare.  After 
a  total  of  the  tare,  21860,  has  been  printed, 
the  complement  of  it  (in  this  case  78140)  is 
set  into  the  machine  in  the  lower  set  of 
adding  wheels,  and,  with  the  carriage 
thrown  back,  is  subtracted  in  the  usual  way 
from  the  gross  weight  total  80860.  By  allow- 
ing the  carriage  to  then  return  to  the  print- 
ing position,  tfte  net  total  is  printed  in  the 
lower  counter,   as  illustrated. 

There  being  thirty-four  pounds  to  a  bushel 
of  malt  necessitates  a  division  by  this  amount 
in  order  to  ascertain  the  number  of  bushels. 
Setting  the  net  amount  over  two  columns  in 
the  machine  enables  the  operator  to  divide, 
leaving  the  decimal  of  six  places.  The  divi- 
sion is  made  in  the  regular  way  by  subtract- 
ing the  complement  of  thirty-four,  which  in 
this  case  is  66,  the  result  being  the  number 
of   bushels,   173J/2,    as   shown. 

Some  brewers  have  machines  equipped  with 
fractions  in  8ths— J^,  ^,  i/g,,  Y2,  %,  J4,  %. 
This  greatly  facilitates  additions  of  keg-beer 
sales,  which  range  from  whole  barrels  to 
eighths.  A  machine  of  this  style  is  also 
very  useful  in  totaling  weekly,  monthly, 
quarterly   or   annual   sales  of   keg-beer. 
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Figuring  the  Cost  of  Beer 

THE  Ruehl  Brothers  Brewing  Company, 
of  Chicago,  has  supplied  us  with  sam- 
ple work.  This  is  a  practical  illustration  of 
how  the  cost  per  unit  can  be  figured  on  a 
Burroughs  machine.  The  cost  of  manufac- 
turing beer  brewed  during  a  certain  period, 
as  per  figures  given,  was  $35,969.95  for 
23,030  barrels  brewed;  the  value  of  beer  on 
hand  at  the  beginning  of  this  period  being 
$7,098.19  for  d.423  ^barrels;  therefore,  the 
total  cost  was  $+3,068.14  for  27,453  barrels. 
The  total  number  of  barrels  brewed  dur- 
ing the  period  and  the  total  number  on  hand 
at  the  beginning  of  the  period  are  set  in 
the  machine  and  added.  The  value  of  the 
beer  brewed  during  the  period  and  that  on 
hand  at  the  beginning  of  the  period  are  next 
listed  and  added.  After  a  total  is  taken  the 
machine  is  then  ready  for  the  division  to 
show  the  cost  per  barrel. 

To  Find  the  Cost  per  Barrel 

THIS  company  uses  the  Burroughs 
method  of  division  by  subtracting  the 
complement  of  the  divisor.  (A  complement 
of  a  number  is  another  number,  which, 
when  added  to  the  first  number  will  give  a 
sum  equal  to  ten  or  a  power  of  fen.)  This 
method  of  division  is  illustrated  on  page  14 
of  this  folder  and  is  explained  in  detail  in 
the  Burroughs  Instruction  Book,  which  ac- 
companies every  machine. 

The  total  cost  of  brewing  this  quantity  of 
beer  being  $43,068.14  and  the  number  of  bar- 
rels being  27,453.  we  divide  bv  the  number 
of  barrels  bv  adding  the  complement,  which 
is  72,547,  and  get  a  quotient  of  $1.5687,  which 
is  the  exact  cost  per  barrel. 

Checking  Beer  Books 

THE  importance  of  properly  checking 
drivers'  beer  books  cannot  be  overesti- 
mated. It  will  be  easily  understood  that 
where  a  product  is  distributed  through  a 
number  of  drivers,  and  in  the  majority  of 
cases,  collected  for  by  the  same  men,  an 
accurate  checking  is  essential,  both  for  the 
advancement  of  the  business  and  the  em- 
ployes. 

Drivers'  beer  books,  generally  speaking, 
are  practically  of  the  same  form  in  all 
breweries;  they  are  all  kept  for  the  same 
purpose,  a  day  book  of  beer  delivered  and 
cash  received.  The  sheets  are  usually  ruled, 
with  columns  for  customers'  names,  whole 
bbls.,  half  bbls.,  quarter  bbls.,  eighth  bbls., 
and   amount  collected. 

Some  brewers  use  numbers,  instead  of  hav- 
ing the  drivers  fill  in  the  names,  as  they  have 
just  so  many  customers  on  each  route,  which 
are  always  called  on  in  the  same  order. 
This  eliminates  a  large  amount  of  work. 

With  a  Burroughs  15-column  variable 
split  machine,  the  customer's  number,  amount 
of  beer  delivered  and  amount  of  money  col- 
lected can  be  printed  and  added  in  one 
operation. 

The  machine  is  equipped  with  a  wide  car- 
riage accommodating  a  sheet  which  can  be 
divided  into  six  columns,  headed  as  follows: 
Customer's  Number,  bbls.,  yi,  J4.  Vit  and 
Amt.  Reed. 

The  carriage  operating  across  the  sheet 
will  allow  the  items  to  be  printed  in  the 
proper  column.  When  one  book  has  been 
listed,  separate  totals  of  all  the  columns  can 
be  printed  by  depressing  the  total  key  and 
pulling   the   handle.      If   a    Duplex   machine 
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is  used  these  totals  can  be  retained,  and 
when  all  the  books  have  been  listed  a  grand 
total  of  the  entire  day's  or  week's  business 
can  be  taken   by  merely  pulling  the  handle. 


This  amount,  of  course,  should  agree  with 
the  total  postings  as  taken  from  the  ledger. 
(Ask  for  General  Folder  showing  Daily 
Proof   of   Postings   System.) 
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WE  are  publishing  a  special  folder 
which  illustrates  and  describes  the 
uses  of  Burroughs  Statement  Machines, 
showing  how  they  can  be  fitted  to  all  con- 
ditions. 

The  illustration  on  this  page  is  a  repro- 
duction of  a  form  in  common  use  amongst 
breweries  throughout  the  country.  The  en- 
tire statement  being  made  with  but  one  ad- 
justment of  the  paper.  The  machine  neces- 
sary is  one  of  i5-column  capacity  fitted  with 
a  shuttle  carriage,  and  having  the  9th  and 
loth  columns  used  for  special  characters;  also 
keyboard,  with  Split  &  Normal  device  be- 
tween the  6th  and  7th  columns,  giving  an 
adding  capacity  of  999,999.99,  with  an  ex- 
tended total  of  two  more   digits. 

The   operation    is  very   simple,    and    is   as 


follows:  In  the  case  of  the  first  four  items, 
the  month  and  day  keys  are  depressed  in 
columns  13,  14,  15;  the  number  of  cases  is 
shown  by  depressing  keys  in  columns  11  and 
12.  The  doz.  pts.  are  shown  by  depressing 
keys  in  columns  7  and  8,  then  by  pulling 
the  handle  the  items  are  printed  and  the 
carriage  shuttles  to  second  position,  where 
columns  9  and  10,  having  special  charac- 
ters, are  next  used,  then  the  amounts  are  set 
in  the  right  hand  side  of  keyboard  and  the 
handle  pulled.  In  cases  where  the  item 
covers  quarts,  the  month,  day  and  cases  are 
printed  in  one  operation,  and  after  the  car- 
riage has  shuttled,  columns  11  and  t2  are 
used  for  doz.  qts.,  columns  9  and  10  for 
descriptions  by  special  character,  and  the 
right  hand   columns   for   amounts. 
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How^  to  Test  the  Efficiency  of 
The  Burroughs  Service 


You  have  a  way  to  prove  to  yourselt  that  you  are  buying 
your  stock  right.  We  have  a  way  to  prove  to  you  that 
Burroughs  Bookkeeping  Machines  will  save  you  actual  money 


Q  An  examination  of  one  of  our  latest  style  machines  in 
connection  with  your  work  is  the  most  satisfactory  way 
for  you  to  find  out  just  what  we  can  do  for  you  and  how 
much  or  how  little  we  can  free  you  or  your  office  assist- 
ants from  the  drudgery  of  office  calculations,  and  whether 
or  not  you  will  have  more  time  for  the  handling  of  affairs 
of  greater  magnitude  and  for  preparing  for  the  more 
extensive  growth  of  your  business.  If  your  work  necess- 
itates forms  which  you  find  can  not  be  used  to  good 
advantage  on  one  of  our  regular  machines,  we  would 
indeed  consider  it  a  courtesy  to  be  allowed  the  privilege 
of  investigating  the  condition  so  that  we  may  suggest 
a  machine  suited  to  your  work.  The  problems  presented 
to  us  from  time  to  time  by  our  present  users  have  en- 
abled us  to  develop  machines  for  all  classes  of  work, 
resulting  in  the  present  Burroughs  long  line  of  models. 


<I  Machines  are  available  in  seventy-five  branch  offices, 
and  with  your  permission  we  shall  be  glad  to  have  a 
representative  call  and  demonstrate  a  Burroughs  in  your 
office,  showing  how  it  may  be  adapted  to  your  work. 
Should  you,  after  thoroughly  investigating  the  possi- 
bilities of  the  machine  in  your  office  work,  decide  that 
the  saving  of  time  is  not  sufficient  to  warrant  its  pur- 
chase at  the  present  time,  we  will  have  the  machine 
returned  to  our  office  at  our  expense.  In  fact  we  are  glad 
to  have  an  opportunity  of  showing  concerns  interested 
what  our  machines  will  do.  If  again  at  a  later  time 
there  is  a  rush  of  work  in  your  office  and  you  are  in 
need  of  a  machine  we  will  gladly  loan » you  one  and 
possibly  with  the  knowledge  gained  by  its  previous  use, 
and  the  suggestions  we  might  offer,  you  may  then  find 
need  of  it  in  your  business 


Department  of  System  Service 
Burroughs  Adding  Machine  Company 

Detroit,  Michigan,  U.  S.  A. 
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The  Universal 
Numerical  Transit  System 

With  a  description  of  the  most  efficient  method  of  operation 

Including  the  complete  report  of  the  Clearing  House  Section  of  the 
American  Bankers  Association 


dJ 


The  Executive  Council  of  the  American  Bankers'  Association,  meeting  on  May  2nd,  1911,  passed 
the  Clearing  House  Section's  report  recommending  the  numbering  of  the  banks  of  the  United  States 
with  the  idea  of  urging  a  uniform  Numerical  Transit  System  for  use  in  the  Transit  Departments  of 
all  banks.    A  copy  of  the  official  report  is  incorporated  in  this  Bulletin. 

The  efficiency  of  this  numerical  system  may  be  concluded  from  the  fact  that  the  Sub-Committee 
of  the  Clearing  House  Section,  composed  of  Mr.  W.  G.  Schroeder  of  the  Continental  &  Commercial 
National  Bank;  Mr.  C.  R.  McKay  of  the  First  National  Bank,  and  Mr.  J.  A.  Walker  of  the  Corn 
Exchange  National  Bank,  all  of  Chicago,  evolved  this  system  out  of  the  experiences  in  the  actual 
handling  of  Transit  Departments  of  such  men  as: 


C.  H.  Marston,  National  Shawmut  Bank,  Boston, 

S.  D.  Bullock,  First  National  Bank,  Boston, 

W.  G.  Schroeder,  Continental  &  Commercial  National 

Bank,  Chicago, 
J.  A.  Walker,  Corn  Exchange  National  Bank,  Chicago, 
C.  R.  McKay,  First  National  Bank,  Chicago, 
Carl  A.  Palmer,  First  National  Bank,  Cleveland, 
J.  W.  Hoopes,  Secretary  Texas  Bankers'  Association, 
C.  J.  Grant,  American  Exchange  National  Bank,  Dallas, 

Texas, 
Forrest  Mathis,  Commonwealth  National  Bank,  Dallas, 

Texas, 


Karl    Woodward,    Colorado    National    Bank,    Denver, 

Colo., 
Geo.  M.  Hauk,  First  National  Bank,  Denver,  Colo., 

J.  G.   MacLean,  Security   National   Bank,  Minneapolis, 
representing  Minneapolis  and  St.  Paul, 

Mauritz    Pyk,    Whitney-Central    National    Bank,    New 
Orleans, 

O.   Howard  Wolfe,  Philadelphia  National  Bank,   Phil- 
adelphia, 

Brown  A.  Patterson,  Second  National  Bank,  Pittsburg, 

H.  C.  Burnett,  National  Bank  of  Commerce,  St.  Louis. 


The  system  was  then  approved  by  the  Clearing  House  Section,  composed  of  experts  in  the  handling 
of  the  detail  work  of  banks,  trust  companies  and  clearing  house  associations,  and  then  the  report  was 
finally  approved  by  the  highest  authority  in  the  banking  world,  the  Executive  Council  of  the  Amer- 
ican Bankers'  Association.  Surely  such  a  system  comes  pretty  near  being  "bullet  proof"  in  every  way. 
About  June  20th,  Messrs.  Rand-McNally  &  Company,  the  publishers  of  the  Official  Numerical  and 
Alphabetical  Directory,  will  publish  this  guide,  containing  the  names  and  addresses  of  all  the  banks,  etc., 
in  the  United  States.  All  the  banks  will  be  arranged  first  by  numbers  and  then  alphabetically  by  towns 
and  states,  so  that  any  Transit  Manager  can  instantly  refer  to  any  bank  in  the  United  States  and  find 
its  Transit  number,  and  if  he  receives  a  Transit  letter  in  which  is  indicated  some  out  of  the  ordinary 
combination  of  numbers,  he  will  be  able  to  immediately  identify  the  bank  in  the  Numerical  Directory. 
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The  Keyboard  of  a  BurrouKhs  Transit  Machine 


The  Special  features  of  this  machine  consist  of  a  "variable  split"  device  and  a  special  carriage  designed  to 
save  time  in  inserting  statements  into  the  machine;  three  special  keys  on  the  keyboard  designating  certain 
instructions  that  are  to  be  used  in  writing  transit  items  and  a  motor  attachment  for  operating  the  machine  by 
electricity. 
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This  is  a  sample  of  a  check  showinj;  how  transit  number  will  appear  on  checks  in  the  future  following  the  name  ot  the  bank 

The  Handling  of  Transit  Items  Under 
the  Universal  Numerical  System 


As  all  banks  in  the  United  States  have  been 
assigned  numbers  in  the  directory  under  the 
direction  of  the  American  Bankers'  Association, 
those  banks  desiring  to  do  so  can  adopt  at  once 
the  latest  methods  of  conducting  their  transit 
departments  and  the  preparing  of  their  remit- 
tance letters  on  the  adding  machine. 

The  Burroughs  Adding  Machine  Company 
exhibited  to  the  committee  appointed  to  arrange 
the  system  of  numbering  all  banks  in  the  United 
States,  a  specially  constructed  adding  machine 
for  registering  transit  items  under  the  Numerical 
System. 

The  machine  has  a  keyboard  of  fifteen  rows  of 
keys  split  into  three  sections. 

Beginning  at  the  left  the  first  section  consists 
of  two  rows  of  keys  for  prefix  numbers,  repre- 
senting States  and  Reserve  Cities. 

The  second  section  has  four  rows  of  keys  for 
numbers  of  banks  following  the  state  or  reserve 
city  prefixes.  The  endorsing  number  of  the 
banks'  depositors  will  also  be  listed  in  this  sec- 
tion without  the  use  of  prefix  numbers  for  State 
or  Reserve  City. 

The  third  section  has  nine  rows  of  keys  for 
amounts  of  checks. 

The  machine  is  equipped  with  an  automatic 
shuttle  carriage  which  permits  the  listing  of  the 
number  of  the  endorser  in  one  position  and  the 
payer  and  amount  in  the  second  position. 

The  same  machine  can  also  be  used  for  practi- 
cally any  kind  of  bank  work  that  can  be  done  on 
any  other  Burroughs  Adding  Machine. 

The  Numerical  System  is  a  time-saver  and 
another  feature  which  bankers  will  welcome  is 
neatness  in  appearance  of  the  transit  letters.    A 


great  many  efforts  have  been  made  in  the  past  to 
adopt  some  plan  to  send  out  neat  looking  letters 
but  most  of  them  were  found  to  be  expensive. 

With  the  Universal  Numerical  System  in 
operation,  it  will  be  possible  to  have  a  full  record 
of  Transit  items  neat  in  appearance  and  turning 
out  more  work  than  any  plan  which  has  hereto- 
fore been  used. 

A  simple  form  letter  best  fits  the  need.  A  fac- 
simile of  one  is  shown  on  Page  4.  This  letter  car- 
ries a  sheet  for  a  carbon  copy  which  is  attached 
by  a  fold  at  the  top  and  perforated  so  that  the 
copy  can  easily  be  detached,  the  fold  being  at 
the  top  so  that  when  the  carbon  paper  is  placed 
between  the  sheet  it  will  run  through  the  adding 
machine  evenly. 

In  large  banks  these  letters  may  be  addressed 
daily  by  an  addressing  machine  to  each  bank  to 
whom  transit  items  are  to  be  sent. 

Under  the  column  endorser  the  prefix  numbers 
in  the  first  two  columns  from  1  up  to  49,  inclusive, 
will  indicate  reserve  cities ;  numbers  50  to  99, 
inclusive,  will  designate  states.  All  numbers  in 
the  next  four  columns  to  the  right  will  indicate 
the  numerical  number  of  the  bank  in  the  reserve 
cities  or  the  states  and  the  names  can  be  ascer- 
tained in  a  moment  by  reference  to  the  numerical 
directory.  All  numbers  in  this  column  that  are 
without  prefix  numbers  will  indicate  the  endors- 
ing number  of  a  customer  of  the  bank  that  has 
written  the  remittance  letter. 

Ihe  same  procedure  will  afford  the  names  of 
the  payers  so  that  a  full  description  may  be  had 
when  it  is  necessary  to  secure  duplicates  to 
replace  items  lost. 
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FIRST   NATIONAL   BANK 

Boston.  Mass..  May   I6th,    1911 

To     Continental   and   Commercial   National   Bank 

Chicago,    111. 

We  enclose  herewith  for  Collection  and  Returns  items  as  listed  below. 

Instructions: 

Telegraph  non-payment  of  items  $1 ,000.00  or  over  and  items  listed  "T.N. P." 
Do  not  protest  items  of  $10.00  or  less  or  items  listed  "No-Pro." 
PROTEST  all  items  over  $10.00  unless  otherwise  instructed. 

Yours  truly, 

F.  H.  CURTISS.  Cashier 

ENDORSER                             PAYER                                                AMOUNT              INSTRUCTIONS 

690           2               1                    100. 0  0 

5  7          85          2              3                       50. 0  0 

57          97          2              4                       12. 5  0  NO-PRQ 

27          2              7                       75. 0  0 

5112570              1                       90. 0  0 

5114971               4                    125. 0  0 

4922              5                   100. 0  0 

99          2              9                   678. 5  0  B/LATT. 

466          2          13                       32. 3  5 

58              3          2          16              1, 000. 0  0  T.N.P. 

463          2           15                   125. 4  5 

46371              2                       50. 0  0 

463      70               7-           ■         50. 0  0 

52          31          2          23                       65. 4  4 

27          2          12                      10. 0  0  NO-PRO. 

54          27          2       109                       62. 5  0 

53          -3          2       126                   225. 0  0   T.N.P. 

5          39          2          27                   100. 0  0 

2,  9  5  1 .7  4  -       - 

\ 

The  latest  and  shortest  method  of  writing  transit  letters— usini;  the  numerical  system 

This  shows  how  a  transit  letter  would  look  with  items  from  New  England  sent   to   the  Continental 

and  Commercial  National  Bank  of  Chicago  by  the  First  National  Bank  of  Boston 
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Pay  to  the  order  of 
{Any  Bank,  Banker  or  Trust  Co. 

All  Pfior  Endorsements  Guaranteed 

;  MAY  16  1911 

I  Worcester  Trust  Co. 

[  53-3  -r  53-3  \ 


Endorsing:  stamp  sho^ving  number  of  depositor  as  it  nrill  appear 
on  the  back  of  checks 


Endorsing:  stamp  as  it  will  appear  on  the  back  of  the  checks  to 
show  the  number  of  the  bank  writing  the  transit  letter 


Writing  Transit  Letters  on  a  Burroughs 


As  soon  as  the  numerical  directory  is  received 
most  banks  will  at  once  adopt  the  plan  of  having 
their  transit  number  printed  on  the  face  of  their 
checks  following  the  name  of  the  bank.  All 
endorsing  stamps  will  also  bear  the  transit  num- 
ber. 

When  writing  the  transit  letter,  the  number  of 
the  endorser  will  be  read  from  the  endorsing 
stamp  on  the  back  of  the  check.  As  soon  as  this 
is  listed  on  the  machine  the  carriage  will  auto- 
matically "shuttle"  to  the  left  and  place  the  letter 
in  proper  printing  position  to  list  the  number  of 
the  payer  and  amount  as  read  from  the  face  of 
the  check  together  with  the  instructions. 

The  machine  is  equipped  with  keys  to  print 
"No  Pro,"  indicating  no  protest  items,  and  "T  N 
P,"  indicating  items  about  which  to  "telegraph 
non  payment."  The  key  "B/L  ATT"  indicates 
items  for  which  "Bill  of  Lading  is  attached." 

The  letter  can  be  made  in  duplicate,  the  orig- 
inal going   to  the  corresponding  bank  and  the 


duplicate  being  retained  by  the  bank  issuing  the 
letter. 

Some  banks  have  already  adopted  the  plan  of 
numbering  all  local  depositors.  This  arrange- 
ment will  be  found  most  advantageous  in  hand- 
ling transit  items  in  connection  with  the  uniform 
plan  of  numbering  banks  as  has  been  adopted. 

When  ordering  stamps  in  such  quantities  as  is 
required  a  very  low  price  can  usually  be  secured. 

In  the  case  of  checks  paid  by  the  paying  teller 
to  endorsers  who  are  not  customers  of  the  bank, 
it  is  impossible  to  have  a  code  number  for  each 
of  such  endorsers.  It  is  therefore  the  custom  in 
banks  who  have  been  handling  transit  items  on 
a  numerical  basis  to  register  the  names  of  the 
endorsers  on  a  blotter  in  the  pay  teller's  cage. 
A  number  is  then  stamped  on  the  checks  to  indi- 
cate the  pay  teller  who  has  received  the  items 
and  that  the  name  of  the  endorser  may  be 
obtained  by  reference  to  the  blotter  of  the  paying 
teller  who  uses  the  same  endorsing  number  at  all 
times. 
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FIRST   NATIONAL    BANK 

Boston.  Mass.,  May  I6th,  1911 

To  Continental  and  Commercial  National  Bank 

Chicago,  111. 

We  enclose  herewith  for  Collection  and  Returns  items  as  listed  below. 

Instructions: 

Telegraph  non-payment  of  items  $1 ,000.00  or  over  and  items  listed  "T.N.P." 
Do  not  protest  items  of  $1 0.00  or  less  or  items  listed  "No-Pro." 
PROTEST  all  items  over  $10.00  unless  otherwise  instructed. 

Yours  truly, 

F.  H.  CURTISS.  CASHIER 


1st  Nat 

Cont'-Com 

Mchts  L  &  T 

Hibernian  Bkg  Assn 

1st  Nat  Peoria 

Citz  Nat  Evansville 

Corn  Ex  Nat 

Union  Tr 

Nat  Bk  of  Republic 

111  Tr  &  Savings 

Northern  Tr  Co 

City  Nat  Bk  Evansville 

Mchts  Nat  Bk  Peoria 

Central  Tr  Co  of  111 

Ft  Dearborn  Nat 

1st  Nat  Bk  of  Englewood 

S  Chi  Savings  Bk 

Foreman  Bros  Bkg  Co 


1  0  0  .0  0 

5  0.0  0 

1  2.5  0 

7  5.0  0 

9  0.0  0 

1  2  5  .0  0 

1  0  0  .0  0 

6  7  8  .5  0 

3  2.3  5 

1,  0  0  0  .0  0 

1  2  5  .4  5 
5  0.0  0 

5  0.0  0 

6  5.4  4 
1  0.0  0 
6  2.5  0 

2  2  5  .0  0 
1  0  0  .0  0 

2,  9  5  1 .7  4 


Insfructiont 


No-Pro 


B/L  Att 
T.N.P. 


No-Pro 
T.N.P. 


ENDORSER 


John  Jones  &  Co 

Washington  Tr  Co  Westerly  R  I 

Nat  Ex  Bk  Greenville  R  I 

Jas  Smith  &  Sons 

Danbury  Nat  Bk  Danbury  Conn 

Ansonia  Nat  Bk  Ansonia  Conn 

Alex  Brown  &  Co 

John  Ferguson  &  Bro 

Ford  Smith  &  Co 

Howard  Nat  Bk  Burlington  Vt 

Ferguson  Smith  &  Co 


1st  Nat  Bk  Bangor  Me 

Jas  Smith  &  Sons 

1st  Nat  Bk  Concord  N  H 

Worcester  Tr  Co  Worcester  Mass 

1st  Nat  Bk  Boston 


This  shows  how  the  same  items  that  appear  in  the  Numerical  Transit  Letter  look  when  written 
with  the  typewriter  and  adding  machine 
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FIRST   NATIONAL   BANK 

BOSTON.   MASS..-M^yJ^ilLL_19il_ 

To  Continental  and  Commercial  National  Bank 

Chicago,  111. 

We  enclose  herewith  for  Collection  and  Returns  items  as  listed  below. 

Jnttiuctiona: 

Telegraph  non-payment  of  items  $1,000.00  or  over  and  items  listed  *'T.N.P." 
Do  not  protest  items  of  $10.00  or  less  or  items  listed  "No-Pro." 
PROTEST  all  items  over  $10.00  unless  otherwise  instructed. 

Yours  truly, 

F.  H.  CURTISS.  CASHIER 
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This  shows  how  the  same  items  that  are  in  the  Numerical  Transit  Letter  would  appear  if  written  by  hand 
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A  three-quarter  front  view  of  a  Burroughs  Transit  Machine,  showing  the  Electric 

Drive  attachment  underneath  the  machine  and  split  and  normal  indicator 

on  the  front  base  of  the  machine 
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Position  4. 

9999999 19  9  9,  999. 9  9 

Not  Add                                    Add 

Position  3. 

999999999  9,  999. 9  9 

Add                                        Add 

Position  2. 

9  9  9  9|9  9  9|9  9  9,  9  9  9.9  9 

Not  Add                                   Add 

Position  1. 

9  9|9  9  9  9|9  9  9  9,  9  9  9.9  9" 

Not  Add                                    Add 

Normal 

999999999  9,  999. 9  9 

Add 

The  above  diagram  shows  the  different  column  arrangements  that  may  be 
secured  on  a  fifteen  column  Burroughs  Transit  Machine.  By  moving  the 
lever  to  one  of  the  numbered  positions  the  keyboard  splits  for  that  position 
become  effective,  and  all  other  splits  are  inoperative. 


The  Burroughs  Transit  Machine  and 
Its  Varied  Uses 


The  Burroughs  Transit  Machine  is  not,  as  the 
name  might  imply,  a  special  machine  that  can 
be  applied  in  writing  up  Transit  items  only.  On 
the  contrary,  its  scope  of  application  in  handling 
bank  work  is  much  broader.  It  does  everything 
that  standard  Burroughs  machines  will  do,  and 
in  certain  work,  much  more. 

Its  special  features  consist  of  a  Variable  Split 
Device;  a  special  carriage  designed  to  save  time 
in  inserting  statements  into  the  machine ;  three 
special  keys  on  the  keyboard,  designating  certain 
instructions  that  are  used  in  writing  Transit 
items;  and  a  motor  attachment  for  operating  the 
machine  by  electricity. 

The  Variable  Split  Device  adjusts  the  machine 
so  as  to  provide  four  different  keyboard  arrange- 
ments. 


1  2  3,  0  3  0  .0  0 

4  0  5,  0  6  0  .6  0 

303  0,  405. 6  5 

355  8,  496. 2  5 

Normal  Position 


At  normal  position  the  operator  is  enabled  to 
add,  list,  and  total  amounts  of  figures  to  the  fuU 
capacity  of  the  keyboard. 


7  0 

114 

2  2  5  .0  0 

2 

4  2 

1  0  0  .0  0 

7  1 

4  3  0 

1  2  5  .0  0 

7  0 

10  1 

3  5.2  5 
4  8  5  .2  5 

Position 

No.  1 

Position  No.  1  splits  the  adding  and  listing 
mechanism  into  the  desired  combination  for  writ- 
ing transit  items  under  the  new  numerical  system. 


14  3 

2  2 

4  2  5  .6  6 

2  2  6 

3  1 

1  3  3  .5  0 

13  15 

1  6 

1, 1  3  4  .3  5 
1,  6  9  3  .5  1 

Position  No.  2 

Position  No.  2  splits  the  keyboard  into  the 
desired  combination  for  writing  transit  items  by 
those  who  desire  to  retain  the  "batch  system." 

The  section  on  the  left  consists  of  four  columns 
of  keys  and  is  used  for  listing  the  endorsers'  num- 
bers ;  the  next  three  columns,  comprising  the  cen- 
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ter  section,  are  used  for  listing  bank  numbers,  and 
the  remaining  eight  columns  are  used  for  adding 
and  listing  transit  items. 


13  2  4  5 
13  2  4  6 
13  2  4  7 


3  3  5  .5  0 

1,  2  5  7  .6  6 

1  2  2  .2  5 


13  2  3  3  5 

4  3  5  6  6 

3  2  4  7  7 

2  0  8  3  7  8 


3  2  4  .7  7 

1,  3  2  3  .5  6 

2,  6  3  5  .5  5 

4,  2  8  3  .8  8 

Position  No.  3 


Position  No.  3  adjusts  the  mechanism  so  that 
two  totals  are  obtained;  the  left  section  of  the 
machine  having  an  adding  capacity  of  99,999.99 
and  the  right  section  an  adding  capacity  of 
999,999.99. 

This  position  is  a  practical  combination  for 
adding  the  collection  returns  and  the  amount  of 
exchange  on  each  collection  and  for  handling  yes- 
terday's and  today's  balances,  adding  balances 
and  interest,  etc. 


1,  7  1  5  .4  1  -       - 

Position  No.  4 

Position  No.  4  does  not  alter  the  split  from  the 
No.  3  position,  but  adjusts  the  mechanism  so  that 
but  one  total  is  obtained;  the  left  section  of  the 
machine  being  used  only  for  listing  numbers. 

Split  in  this  way,  the  machine  would  ordinarily 
be  used  in  listing  account  numbers  and  adding 
balances,  draft  numbers  and  amounts,  and  dates 
and  amounts  in  preparing  an  Individual  Deposi- 
tor's Statement. 

In  addition  to  the  above  it  can  be  operated  the 
same  as  a  regular  nine,  eleven,  thirteen  or  fifteen 
column  machine  for  adding  checks  and  deposits 
and  other  straight  single-column  work,  or  any  of 
the  various  uses  to  which  an  adding  and  listing 
machine  is  put  in  any  department  of  a  bank. 


''j'jiit»i^'i±LL'' 


Baclc  view  of  a  Burroughs  Transit  Machine  showing  the  Statement  Carriage  and  the  "Shuttle"  mechanism 
that  automatically  moves  the  carriage  to  proper  columns  for  listing:  endorser  and  payer 
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The  Complete   Report  of  The   Clearing 

House  Section  of  The  American 

Bankers'  Association 

(Taken  from  the  May  issue  of  the  Journal  of  the  American  Bankers*  Association) 


Clearing  House  Section 

Ralph  Van  Vechten,   Chairman  Executive  Committee 

For  some  years  your  committee  has  had  under 
consideration  the  question  of  a  universal  numer- 
ical system  for  numbering  all  the  banks  in  the 
United  States,  these  numbers  to  be  used  on  the 
face  of  cheques  and  drafts  and  to  appear  on 
endorsement  stamps,  in  order  to  facilitate  the 
work  of  Transit  Departments.  Those  who  are 
familiar  with  the  enormous  volume  of  items  in 
transit  in  this  country  will  appreciate  the  import- 
ance of  this  reform. 

Some  years  ago  an  attempt  was  made  by  this 
Section  to  establish  a  uniform  system  whereby 
the  larger  Clearing  House  cities  were  designated 
by  letters  and  the  banks  therein  by  their  respec- 
tive Clearing  House  numbers,  but  this  plan  was 
not  sufficiently  comprehensive  in  its  scope,  as  it 
was  necessarily  limited  to  the  letters  of  the 
alphabet  and  did  not  include  all  of  the  Clearing 
House  cities  nor  any  towns  and  cities  without 
Clearing  Houses,  and  was  adopted  by  very  few 
banks  on  the  face  of  cheques  and  drafts ;  by  prac- 
tically none  on  endorsement  stamps.  The  result 
was  that  each  bank  in  the  country  having  a  large 
list  of  country  correspondents  was  forced  to 
apply  its  own  system  of  numbers  to  these  cor- 
respondents, so  that  a  large  majority  of  our 
banks  found  themselves  with  as  many  numbers 
as  they  had  correspondents.  In  addition  to  this, 
the  Texas  Bankers'  Association  last  year  adopted 
a  numbering  system  of  its  own  and  proceeded  to 
put  it  into  effect  with  apparent  success.  It  was 
evident  that  other  States  would  soon  follow  suit 
and  that  we  would  soon  have  a  score  or  more  of 
systems  of  numbering  by  States,  without  any 
uniformity  as  to  the  principle  of  its  application. 
It  was  therefore  felt  that  the  time  was  ripe  for 
our  Association  to  take  a  pronounced  position  in 
the  matter.  To  that  end  a  meeting  of  your  com- 
mittee was  called  in  Chicago  for  December  12 
and  13,  1910.  A  request  was  also  made  of  a  num- 
ber of  the  leading  Clearing  Houses  of  the  country 
from  Boston  to  Denver  and  from  Minneapolis  to 
Dallas  to  send  transit  men  from  some  of  their 
leading  banks  as  representatives  of  their  respec- 
tive Associations.  The  meeting  was  held  at  the 
Chicago  Clearing  House,  and  the  following  re- 
sponded to  the  roll  call. 


n 


C.  H.  Marston,  National  Shawmut  Bank,  Bos- 
ton. 

S.  D.  Bullock,  First  National  Bank,  Boston. 

W.  G.  Schroeder,  Continental  &  Commercial 
National  Bank,  Chicago. 

J.  A.  Walker,  Corn  Exchange  National  Bank, 
Chicago. 

C.  R.  McKay,  First  National  Bank,  Chicago. 

Carl  A.  Palmer,  First  National  Bank,  Cleve- 
land. 

J.  W.  Hoopes,  Secretary  Texas  Bankers'  Asso- 
ciation. 

C.  J.  Grant,  American  Exchange  National 
Bank,  Dallas,  Texas. 

Forrest  Mathis,  Commonwealth  National  Bank, 
Dallas,  Texas. 

Carl  Woodward,  Colorado  National  Bank, 
Denver,  Col. 

Geo.  M.  Hauk,  First  National  Bank,  Denver, 
Col. 

J.  G.  MacLean,  Security  National  Bank,  Min- 
neapolis, representing  Minneapolis  and  St.  Paul. 

Mauritz  Pyk,  Whitney-Central  National  Bank, 
New  Orleans. 

O.  Howard  Wolfe,  Philadelphia  National  Bank, 
Philadelphia. 

Brown  A.  Patterson,  Second  National  Bank, 
Pittsburg. 

H.  C.  Burnett,  N'ational  Bank  of  Commerce, 
St.  Louis. 

After  a  brief  talk  from  your  chairman  regard- 
ing the  object  of  the  meeting  and  importance  of 
the  reform  to  be  considered,  the  members  organ- 
ized by  electing  J.  W.  Hoopes,  Chairman,  and 
C.  R.  McKay,  Secretary,  of  the  meeting.  After 
two  days'  earnest  and  thorough  discussion  of  the 
subject,  it  was  moved  that  the  matter  be  referred 
to  a  special  committee  consisting  of  W.  G. 
Schroeder,  Secretary  of  the  Continental  and 
Commercial  National  Bank,  Chicago;  J.  A. 
Walker,  Transit  Manager  of  the  Corn  Exchange 
National  Bank,  Chicago,  and  C.  R.  McKay,  Tran- 
sit Manager  of  the  First  National  Bank,  Chicago. 

At  the  same  time  the  Clearing  House  Com- 
mittee was  in  session,  with  the  following  mem- 
bers in  attendance:  Messrs.  Fred.  E.  Farns- 
worth,  E.  R.  Fancher,  Geo.  C.  Power,  John  K. 
Ottley,  Chas  A.  Ruggles  and  Ralph  Van 
Vechten. 

While  some  other  matte  rs  were  brought  up  for 
discussion,  by  vote  it  was  decided  that  we  should 
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concentrate  the  efforts  of  this  meeting  on  the  suc- 
cess of  the  numerical  system  and  our  members, 
therefore,  spent  more  or  less  time  with  the  tran- 
sit men  and  tried  to  assist  them  in  their  delibera- 
tions. 

After  the  adjournment,  the  special  committee, 
consisting  of  Messrs.  Schroeder,  Walker  and  Mc- 
Kay, went  to  work  energetically  and  with  a  de- 
termination to  solve  the  problem  which  had  been 
put  up  to  them. 

On  April  10,  1911,  the  following  members  of 
your  committee  were  called  together  in  Chicago, 
consisting  of  Messrs.  E.  R.  Fancher,  Fred  E. 
Farnsworth,  Geo.  C.  Power  and  Ralph  Van 
Vechten,  to  confer  with  the  special  committee  of 
transit  managers.  At  this  meeting  the  committee 
of  transit  men  made  a  preliminary  report  which 
was   unanimously  adopted,  and  it   was  ordered 


that  this  committee  be  continued  and  that  they 
be  directed  to  get  propositions  from  the  various 
publishers  of  bank  directories,  regarding  the  pub- 
lication of  the  numerical  system,  and,  further, 
that  they  be  invited  to  be  present  at  Nashville  as 
the  guests  of  the  Section  and  make  their  final 
report  to  the  Executive  Committee  of  the  Clear- 
ing House  Section,  and,  at  that  time,  submit  a 
contract  which  can  be  executed  with  one  of  the 
directory  publishers. 

Your  committee  met  on  May  1,  1911,  with  the 
following  members  present:  Messrs.  E.  R. 
Fancher,  Chas.  A.  Ruggles,  J.  M.  Donald,  Geo. 
C.  Power  and  Ralph  Van  Vechten. 

Messrs.  Schroeder,  Walker  and  McKay  sub- 
mitted the  following  report,  and,  at  the  same 
time,  submitted  a  tentative  contract  with  Rand, 
McNally  &  Company  for  consideration. 


Report  of  the  Universal  Numerical  System 

By  Special  Committee  of  Transit  Managers 


C.  R.  McKay 


W.  G.  Schroeder,  Chairman 


James  A.  Walker 


The  committee  appointed  at  the  meeting  of 
transit  men,  held  in  Chicago,  December  12  and 
13,  1910,  for  the  purpose  of  providing  a  universal 
system  for  numbering  all  the  banks  in  the 
United  States  has  given  careful  consideration  to 
the  various  systems  which  have  been  proposed 
and  recommends  that  the  following  plan  be 
adopted : 

That  numbers  from  one  to  forty-nine,  inclusive, 
be  used  to  designate  the  reserve  cities,  each  city 
being  provided  with  a  number  of  its  own  to  be 
used  as  a  prefix  in  numbering  the  banks  in  these 
cities.  The  Clearing  House  numbers  in  each  of 
the  cities  to  be  used  to  designate  the  clearing 
house  banks  and  additional  numbers  provided 
for  banks  which  have  no  clearing  house  numbers. 

Numbers  from  fifty  to  ninety-nine,  inclusive, 
to  be  used  to  designate  the  States.  The  State 
numbers  to  be  used  as  a  prefix  for  numbering 
banks  which  are  located  outside  of  the  forty-nine 
cities  already  provided  for. 

In  numbering  the  reserve  cities  Brooklyn  is  in- 
cluded with  New  York  City ;  Kansas  City,  Kans., 
with  Kansas  City,  Mo.,  and  South  Omaha  with 
Omaha.  As  there  are  fifty  reserve  cities  this  left 
two  numbers  not  used.  These  numbers  have 
been  given  Buffalo  and  Memphis.  Buffalo  was 
selected  because  it  is  the  tenth  city  in  population 
and  by  giving  Buffalo  a  number  of  its  own  the 
Clearing  House  numbers  can  be  used  for  Roches- 
ter, whose  population  is  218,000,  the  next  largest 
city  in  the  State.  Memphis  was  selected  owing 
to  the  scarcity  of  reserve  cities  in  the  South  and 
on  account  of  its  importance  as  a  collecting 
center  and  also  to  permit  the  use  of  Clearing 
House  numbers  for  Nashville,  with  a  population 
of  110,000,  the  next  largest  city  in  the  State  and 
which  is  also  an  important  collecting  center. 


The  forty-nine  cities  have  been  numbered  ac- 
cording to  population  as  shown  by  the  census  of 
1910,  so  that  the  largest  cities  have  the  small 
numbers.  This  plan  will  reduce  the  labor  of 
registering  items  in  the  transit  department  to  a 
minimum,  as  a  large  proportion  of  items  are 
drawn  on  these  cities.  For  example,  a  certain 
New  York  bank  may  be  designated  1-8,  a  Chi- 
cago bank  2-1,  a  Philadelphia  bank  3-39. 

By  the  use  of  individual  numbers  for  the  forty- 
nine  cities  the  banks  in  forty-eight  other  cities 
can  be  designated  by  their  Clearing  House  num- 
bers. For  instance,  in  New  York  State  three 
cities  have  been  given  numbers  of  their  own, 
namely.  New  York  No.  1,  Buffalo  No.  10  and 
Albany  No.  29.  The  next  city  in  the  state,  ac- 
cording to  population,  is  Rochester,  which  is  the 
first  city  numbered  with  the  State  prefix  which 
is  number  fifty. 

The  Rochester  banks  are  numbered  50-1,  50-2, 
etc. 

The  system,  therefore,  permits  the  use  of 
Clearing  House  numbers  to  designate  banks  in 
ninety-seven  of  the  principal  cities  of  the  coun- 
try, as  compared  with  the  present  American 
Bankers'  Association  system  of  an  alphabetical 
prefix  which  is  necessarily  limited  to  twenty-six 
cities.  The  Treasurer  and  Assistant  Treasurers 
of  the  United  States  and  post-offices  in  the  re- 
serve cities  have  been  given  numbers.  Numbers 
have  not  been  provided  for  express  companies, 
railroads  or  mercantile  firms.  If  the  Clearing 
House  Association  in  any  of  the  forty-nine  num- 
bered cities  wish  to  have  additional  numbers  sup- 
plied for  express  companies,  railroads,  etc.,  they 
can  forward  a  list  to  the  American  Bankers'  As- 
sociation and  the  numbers  can  be  provided. 
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The  State  numbers  have  been  divided  into  five 

sections    as    follows:  Numbers 

Eastean 50  to  58 

South  Eastern 60  to  69 

Central   70  to  79 

South  Western 80  to  88 

Western 90  to  99 

The  States  containing  the  principal  collecting 
centers,  namely,  New  York,  Pennsylvania,  Illi- 
nois, Missouri  and  California,  have  been  given 
the  first  numbers  in  their  respective  sections; 
50-60-70-80-90,  to  facilitate  the  listing  of  items  on 


Your  committee  has  provided  numbers  for  all 
of  the  2,200  banks  in  the  forty-nine  numbered 
cities  and  also  in  the  forty-eight  other  cities, 
showing  the  numbers  for  the  first  city  in  each 
State  numbered  with  the  State  prefix.  Lists  of 
the  numbers  are  hereto  attached. 

The  remaining  25,000  banks  of  the  country  are 
to  be  numbered  according  to  the  following  plan: 

The  first  numbers  to  be  given  to  the  banks  in 
the  largest  cities  and  to  be  continued  in  the  rela- 
tive order  of  the  population  of  the  cities  in  each 


The  Numbers  of  the  Reserve  Cities  Are  as  Follows: 


1  New  York  City  17 

2  Chicago,  111.  18 

3  Philadelphia,  Pa.  19 

4  St.  Louis,  Mo.  20 

5  Boston,  Mass.  21 

6  Cleveland,  Ohio  22 

7  Baltimore,  Md.  23 

8  Pittsburg,  Pa.  24 

9  Detroit,  Mich.  25 

10  Buffalo,  N.  Y.  26 

11  San  Francisco,  Cal.  27 

12  Milwaukee,  Wis.  28 

13  Cincinnati,  O.  29 

14  New  Orleans,  La.  30 

15  Washington,  D.  C.  31 

16  Los  Angeles,  Cal.  32 

33 


Minneapolis,   Minn.  34 

Kansas  City,  Mo.  35 

Seattle,  Wash.  36 

Indianapolis,  Ind.  37 

Louisville,  Ky.  38 

St.  Paul,  Minn.  39 

Denver,  Colo.  40 

Portland,  Ore.  41 

Columbus,  O.  42 

Memphis,  Tenn.  43 

Omaha,  Neb.  44 

Spokane,  Wash.  45 

Albany,  N.  Y.  46 

San  Antonio,  Texas  47 

Salt  Lake  City,  Utah  48 

Dallas,  Texas  49 
Des  Moines,  la. 


Tacoma,  Wash. 
Houston,  Texas 
St.  Joseph,  Mo. 
Ft.  Worth,  Texas 
Savannah,  Ga. 
Oklahoma  City,  Okla. 
Wichita,  Kansas 
Sioux  City,  la. 
Pueblo,  Colo. 
Lincoln,  Neb. 
Topeka,  Kansas 
Dubuque,  la. 
Galveston,  Texas 
Cedar  Rapids,  la. 
Waco,  Texas 
Muskogee,  Okla. 


The  Numbers  of  the  States  Are  as  Follows: 


50  New  York 

51  Connecticut 

52  Maine 

53  Massachusetts 

54  New  Hampshire 

55  New  Jersey 

56  Ohio 

57  Rhode  Island 

58  Vermont 
59 

60  Pennsylvania 

61  Alabama 


62  Delaware 

63  Florida 

64  Georgia 

65  Maryland 

66  North  Carolina 

67  South  Carolina 

68  Virginia 

69  West  Virginia 

70  Illinois 

71  Indiana 

72  Iowa 

73  Kentucky 

74  Michigan 


75  Minnesota 

76  Nebraska 

77  North  Dakota 

78  South  Dakota 

79  Wisconsin 

80  Missouri 

81  Arkansas 

82  Colorado 

83  Kansas 

84  Louisiana 

85  Mississippi 

86  Oklahoma 

87  Tennessee 


88  Texas 
89 

90  California 

91  Arizona 

92  Idaho 

93  Montana 

94  Nevada 

95  New  Mexico 

96  Oregon 

97  Utah 

98  Washington 

99  Wyoming 


the  adding  machine  as  only  one  key  is  used  to 
print  these  numbers  and  also  to  indicate  that  the 
following  nine  numbers  in  each  section  repre- 
sent the  States  in  the  same  territory. 

Numbers  59  and  89  are  left  blank  and  can  be 
used  in  the  future  should  it  become  necessary  to 
number  the  banks  in  Canada  and  Alaska. 

The  system  of  numbering  the  states  in  groups 
according  to  territory  should  also  prove  to  be  of 
advantage  in  memorizing  the  State  numbers. 

With  the  exception  of  the  five  states  represent- 
ing each  section,  the  States  are  numbered  in 
alphabetical  order  in  each  section. 


State.  Each  bank  to  be  numbered  in  consecutive 
order  according  to  seniority  in  each  city.  When 
there  is  only  one  bank  in  a  town  the  banks  are  to 
be  numbered  in  alphabetical  order  according  to 
towns,  the  one  bank  towns  to  be  numbered  last. 

Blank  numbers  are  to  be  left  only  in  cities  of 
5,000  population  and  over.  The  blank  numbers 
to  be  left  as  follows: 

Population  of      5,000  to    25,000  2  blank  numbers 
"     25,000  to    50,000  3       " 
"    50,000  to  100,000  5      " 
"  100,000  and  over    6       " 
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Owing  to  the  large  amount  of  work  required 
to  number  the  25,000  banks  of  the  country  for 
which  numbers  have  not  yet  been  assigned  and 
as  this  work  is  principally  a  matter  of  detail,  your 
committee,  as  instructed,  referred  the  matter  of 
numbering  th^  remaining  banks  and  also  the  pub- 
lication of  a  numerical  directory  to  several  of  the 
principal  publishers  of  bankers'  directories.  The 
work  of  numbering  the  banks  and  the  publishing 
of  the  Numerical  Directory  was  awarded  to  the 
Rand-McNally  Co.  of  Chicago,  as  they  agreed  to 
number  the  remaining  banks  under  the  personal 
supervision  of  the  members  of  your  committee  in 
Chicago  and  publish  the  Numerical  Directory 
without  cost  to  the  American  Bankers'  Associa- 
tion. They  will  also  supply  numbers  to  all  new 
banks  and  mark  off  numbers  held  by  banks  which 
go  out  of  business  and  publish  a  supplement  to 
the  Numerical  Directory  twice  a  year,  showing 
the  changes  in  the  numbers. 

The  Burroughs  Adding  Machine  Co.  has  ex- 
hibited to  the  committee  a  specially  constructed 
adding  machine  for  registering  transit  items  by 
use  of  the  numerical  system  decided  upon  by  the 
committee.  The  machine  has  fifteen  rows  of  keys 
split  in  three  sections. 

Beginning  at  the  left  the  first  section  consists 
of  two  rows  of  keys  for  State  and  city  prefix  num- 
bers. 

The  second  section  has  four  rows  of  keys  for 
bank  numbers  following  the  State  or  city  prefix. 

The  third  section  has  nine  rows  of  keys  for  the 
amounts. 

The  machine  is  equipped  with  an  automatic 
shuttle  carriage.  It  can  also  be  used  for  prac- 
tically any  kind  of  work  that  can  be  done  on  any 
Burroughs  Adding  Machine.  Specimens  of  tran- 
sit letters  written  on  this  machine  are  hereto  at- 
tached. 

As  soon  as  the  numerical  directory  is  published 
the  numbers  can  be  used  for  registering  the  en- 
dorsements of  banks  and  also  the  names  of  the 
drawee  banks,  thus  making  it  practical  to  adopt 
the  numerical  system  at  once  for  registering 
items  in  the  transit  department  entirely  by  num- 
ber, for  all  items  that  are  sent  direct  to  the  points 
upon  which  they  are  drawn.  To  make  it  prac- 
tical to  use  the  numerical  system  for  writing  let- 
ters containing  items  sent  indirect  which  are  not 
drawn  upon  the  town  to  which  they  are  sent  it 
will  be  necessary  to  have  each  bank  print  its  num- 
ber on  the  face  of  its  checks.  It  will  require  the 
co-operation  of  the  lithographers  and  printers, 
the  clearing  house  associations  of  the  principal 
cities,  the  State  secretaries  of  the  American  Bank- 
ers' Association  and  secretaries  of  the  State  Bank- 
ing Associations,  and  the  matter  will  have  to  be 


pushed  vigorously  to  induce  the  bankers  of  the 
country  to  have  their  numbers  printed  on  the 
checks  of  all  their  city  customers  and  out-of-town 
correspondents  as  well  as  on  their  own  bank 
drafts. 

It  was  the  intention  of  the  committee  to  hand 
in  an  early  report  but  the  work  was  unavoidably 
delayed  owing  to  the  fact  that  the  Government 
Census  Reports  were  not  ready.  Arrangements 
were  made  to  obtain  advance  sheets  of  the  Census 
Reports  and  the  cities  were  classified  as  soon  as 
the  information  was  received.  Census  Reports 
have  now  been  received  for  all  towns  of  5,000 
population  or  over. 

Your  committee  trusts  that  the  Universal 
Numerical  System  will  prove  to  be  satisfactory 
and  that  it  will  become  popular  and  be  adopted 
g,enerally  throughout  the  country. 

This  report  has  the  full  and  unqualified  ap- 
proval of  the  Executive  Committee  of  the  Clear- 
ing House  Section.  In  view  of  the  fact  that  bids 
have  been  obtained  from  the  leading  publishers 
of  bank  directories,  that  Rand,  McNally  &  Com- 
pany's is  the  lowest  per  copy,  that  they  will  make 
no  charge  to  the  Association  for  this  publication, 
and  that  the  numerical  system  will  be  put  into 
book  form  under  the  direct  supervision  of  the 
Committee,  we  would  ask  that  the  contract  with 
Rand,  McNally  &  Company  substantially  as  sub- 
mitted, be  prepared  in  form  by  the  Counsel  of  the 
Association  and  that  authority  be  given  to  the 
proper  officers  of  the  Association  to  execute  this 
contract. 

Your  committee  feels  that  the  work  of  this 
special  committee  is  of  such  a  high  order  that  it 
deserves  more  than  ordinary  consideration  at  the 
hands  of  the  American  Bankers'  Association,  that 
a  vote  of  thanks  be  extended  to  the  members 
thereof,  and  that  this  committee  be  continued  as 
a  special  committee  of  the  Clearing  House  Sec- 
tion of  the  American  Bankers'  Association,  to  be 
known  as  "Committee  on  Numerical  System,"  for 
the  purpose  of  carrying  this  recommendation  into 
effect.  Undoubtedly  many  questions  will  arise 
demanding  special  treatment  at  the  hands  of  this 
special  committee  and,  as  they  have  devised  the 
plan,  no  one  else  is  so  well  qualified  to  see  that 
it  is  properly  carried  into  effect. 

In  view  of  the  importance  of  this  matter,  your 
committee  has  given  very  little  consideration  to 
anything  else  and  has  no  further  report  to  make 
at  this  time. 

Respectfully  submitted, 

RALPH  VAN  VECHTEN, 

Chairman  of  the  Executive  Committee  of  the  Clearing  House  Section 
of  the  American  Bankers'  Association. 
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Important 


It  will  be  necessary  for  banks  to  number  all  local  depositors  before  practical  use  can  be 
made  of  the  Burroughs  Transit  Machine  for  writing  remittance  letters. 

There  are  some  very  good  reasons  why  a  bank  should  number  its  local  depositors,  forget- 
ting for  the  moment  that  it  will  be  an  advantage  in  connection  with  the  writing  of  remittance 
letters. 

1st.  It  is  conceded  by  many  of  the  most  expert  minds  on  bank  organization  that  posting  to 
account  by  number  is  quicker  and  a  protection  to  the  customer  and  the  bookkeeper. 

2nd.  After  the  accounts  of  a  bank  have  been  numbered,  it  will  be  found  a  convenience  in 
handling  and  filing  correspondence. 

3rd.  Describing  transit  items  by  a  Numerical  System  saves  time  regardless  of  the  kind  of 
equipment  used  for  the  work. 

For  example,  it  requires  a  great  deal  more  time  to  write  "Continental  and  Com- 
mercial National  Bank,  Chicago,"  than  it  does  to  write  "  2-3,"  which  figures  represent 
this  bank  under  the  numerical  system. 


The  Following  Banks  are  Among  Those  which  Have  Purchased 

Burroughs  Transit  Machines 


Name  and  Location 

National  Bank  of  Commerce,  St.  Louis,  Mo. 

First  National  Bank,  Chicago,  111. 

Merchants  Loan  &  Trust  Co.,  Chicago,  111. 

Continental  &  Commercial  Natl.  Bank,  Chicago, 
111. 

Corn  Exchange  National  Bank,  Chicago,  111. 

First  National  Bank,  Cleveland,  Ohio. 

National  City  Bank,  New  York,  N.  Y. 

Crocker  Natl.  Bank  of  San  Francisco,  San  Fran- 
cisco, Cal. 

Wells  Fargo  Nevada  Natl.  Bank,  San  Francisco. 

First  National  Bank,  San  Francisco,  Cal. 

Hibernia  Bank  &  Trust  Co.,  New  Orleans,  La. 

New  Orleans  Natl.  Bank,  New  Orleans,  La. 

Whitney  Central  Natl.  Bank,  New  Orleans,  La. 

Commercial  German  Trust  &  Savings  Bank, 
New  Orleans,  La. 

Security  Natl.  Bank,  Minneapolis,  Minn. 

Northwestern  Natl.  Bank,  Minneapolis,  Minn. 

First  National  Bank,  Minneapolis,  Minn. 

Ft.  Worth  Natl.  Bank,  Ft.  Worth,  Texas. 

Old  Detroit  National  Bank,  Detroit,  Mich. 

American  Natl.  Bank,  Dallas,  Tex. 


Name  and  Location 

First  National  Bank,  Miami,  Fla. 

First  National  Bank,  St.  Augustine,  Fla. 

Wisconsin  National  Bank,   Milwaukee,  Wis. 

Farmers  &  Merchants  Natl.  Bank,  Los  Angeles, 
Cal. 

First  National  Bank,  Richmond,  Cal. 
Citizens  National  Bank,  Los  Angeles,  Cal. 
First  National  Bank,  Bakersfield,  Cal. 
Daly  Bank  &  Trust  Co.,  Butte,  Mont. 
Union  Bank  &  Trust  Co.,  Helena,  Mont. 
First  National  Bank,  Great  Falls,  Mont. 
First  National  Bank,  No.  Yakima,  Wash. 
Commercial  National  Bank,  Shreveport,  La. 
Capitol  Natl.  Bank,  St.  Paul,  Minn. 
Hamilton  Natl.  Bank,  Chattanooga,  Tenn. 
First  National  Bank,  Nashville,  Tenn. 
National  Bank  of  Savannah,  Savannah,  Ga. 
Citizens  Bank,  Pine  Bluff,  Ark. 
National  Bank  of  Batesville,  Batesville,  Ark. 
First  Natchez  Bank,  Natchez,  Miss. 
First  National  Bank,  Meridian,  Miss. 
Oklahoma  City  National  Bank,  Oklahoma  City, 
Okla. 
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Burroughs  Offices  in  United  States  and  Canada 


Aberdeen,  S.   D 320  Citizens   Bank  Bldg. 

Albany,   New   York 123  N.  Pearl  St. 

Altoona,  Pa 84  Altoona  Trust  Bldg. 

Atlanta,   Ga 163  Peachtree  St. 

Augusta,  Ga 5  Union  Savings  Bank  Bldg. 

Baltimore,  Md 12  St.  Paul  St. 

Binghamton,  N.  Y Press   Bldg. 

Birmingham,  Ala 2119  First  Ave. 

Bismarck,  N.  D 16  City  National  Bank  Bldg. 

Boston,   Mass John  Hancock  Bldg. 

Bridgeport,    Conn 28  Lincoln  Bldg. 

Buffalo,  N.  Y 212-214  Pearl  St. 

Burlington,  la 308  N.  Third  St. 

Burlington,  Ver 163  Pearl  St. 

Cedar   Rapids,   la 127  N.  Third  St. 

Charleston,    W.    Va Boyce  Bldg. 

Chattanooga,  Tenn 416-426  James  Bldg. 

Chicago,  111 17th  Floor  Majestic  Bldg. 

Cincinnati,  Ohio    538  Main  St. 

Clarksburg,  W.  Va. 318  Oak  Hall  Bldg. 

Cleveland,  Ohio   Rockefeller  Bldg. 

Columbus,   Ohio    226-227  Columbus  Savings  & 

Trust  Bldg. 

Dallas,   Texas    1105  Commerce  St. 

Davenport,  la 117  Brady   St. 

Dayton,  Ohio   Bimm    Homestead. 

Denver,'  Colo 1526-1528  Court  Place. 

Des  Moines,  la 700   Grand   Ave. 

Detroit,   Mich 208-209  Majestic  Bldg. 

Detroit,   Mich Factory. 

Dubuque,  la 

Duluth,    Minn 230  W.  First  St. 

El  Paso,  Texas  ■ P.  O.  Box  702. 

Erie,   Pa 408-409  Downing  Bldg. 

Fargo,  N.  D 1-2  Magill  Bldg. 

Ft.  Smith,  Ark 15  S.  Sixth  St. 

Fort  Wayne,   Ind 300-301   Peoples  Trust  Bldg. 

Fort  Worth,  Texas 305  W.  Seventh  St. 

Fresno,   Cal 932  H  St. 

Glens  Falls,  N.  Y 2  Knickerbocker  Blk. 

Grand   Rapids,   Mich 106  Canal  St. 

Harrisburg,  Pa 45-46   Union  Trust   Bldg. 

Hartford     Conn 423-425    Connecticut    Mutual 

Life  Bldg. 

Houston,    Texas    315-316    Lumberman's    Bank 

Bldg. 

Indianapolis,  Ind 204  State   Life  Bldg. 

Jackson,  Miss 115  N.  State  St. 

Jacksonville,  Fla 228  W.  Bay  St. 

Joliet,  111 409  Joliet  Nafl  Bank  Bldg. 

Johnstown,  Pa 109  Franklin  St. 

Joplin,  Mo 122  E.   Fourth  St. 

Kalamazoo,  Mich 233  E.  Main  St. 

Kansas  City,  Mo 1012  Baltimore  St. 

Knoxville,  Tenn 406  Empire  Bldg. 

Little    Rock,   Ark 315-316  State  Bank  Bldg. 

Los  Angeles,  Cal 310  S.  Hill  St. 

Louisville,  Ky 420  W.  Main  St. 

Lynchburg,  Va Burroughs  Bldg. . . 

Macon,   Ga P.   O.   Box   545. 

Memphis,  Tenn Business  Men's   Club  Bldg. 


Milwaukee.  Wis 419  Broadway 

Minnesota    422-426  Second   Ave.  S. 

Minneapolis,  Minn. 

Mobile,  Ala 84  St.  Michael's  St. 

Montgomery,   Ala 118   Bibb   St. 

Nashville,  Tenn 414-415  First  Natl  Bk  Bldg. 

Newark,  N.  J 405   Union   Bldg. 

New  Orleans,   La 233  Baronne  St. 

New  York,  N.   Y 20-24  Vesey  St. 

Northern  Michigan  P.    O.    Box   934,    Milwaukee, 

Wisconsin. 

Oakland,    Cal 460  Thirteenth  St. 

Oklahoma   City,   Okla. .  .  .  107  W.  Second  St. 

Omaha,  Neb 309  S.  Thirteenth  St. 

Parkersburg,   W.  Va 515  Union  Trust  Bldg. 

Peoria,  111 602  Main  St. 

Philadelphia,  Pa 827   Chestnut   St. 

Phoenix,  Ariz 618  N.  Fourth  Ave. 

Pittsburg,   Pa. 803  Liberty  Ave. 

Portland,   Me Fidelity   Bldg. 

Portland,   Ore Commercial  Club  Bldg. 

Providence,    R.    1 17  Custom  House  St. 

Reno,   Nev Masonic  Temple   Bldg. 

Rochester,   N.  Y 439-441  Powers  Bldg. 

Rockford,  111 508  Rockford  Trust  Bldg. 

Sacramento,   Cal 1112  Eighth  St. 

Saginaw,  E.   S.,   Mich ....  506-7   Kirby   Bldg. 

St.  Joseph,  Mo German  Amer.   Bank   Bldg. 

St.  Louis,  Mo 516-519  Fullerton  Bldg. 

St.  Paul,   Minn 137  Endicott  Arcade. 

Salt  Lake   City,  Utah 216   Southwest  Temple  St. 

San    Antonio,   Texas 425-427  Bedell  Bldg. 

San  Francisco,  Cal 201   Kamm  Bldg. 

Scranton,  Pa 612-613  Traders'  National 

Bank  Bldg. 

Seattle,  Wash Henry  Bldg. 

Shreveport,  La 513  Marshall    St. 

Sioux  City,  la 519  Pierce   St. 

Sioux  Falls,  S.  D 502  Minnehaha  Bldg. 

Southern  Illinois   520  Fullerton  Bldg., 

St.   Louis,   Mo. 

Spokane,  Wash 336  First  Ave. 

Springfield,  Mass 206  Myrick  Bldg. 

Syracuse,   N.   Y 441  S.  Salina  St. 

Tacoma,  Wash 326-327  Provident  Bldg. 

Toledo,  Ohio    7   Spitzer  Arcade. 

Washington,  D.  C 814   Fourteenth   St.,    N.   W. 

Wheeling,   W.   Va 608-609  Schmulbach  Bldg. 

Wichita,   Kan 203  E.  First  St. 

Williamsport,    Pa 45-46  Trust  Bldg. 

Wilmington,   Del 104-105   Dupont   Bldg. 

Worcester,  Mass 830  Slater  Bldg. 

CANADA 

Montreal,   Que 392  St.  James  St. 

Ottawa,   Ont 234  Wellington   St. 

St.  John,  N.  B 147  Prince  William  St. 

Toronto,  Ont 146  Bay  St. 

Vancouver,  B.  C 347  Pender   St. 

Winnipeg,   Man 317  Kennedy  Bldg. 


Syslfms  4W-6-11-10M-S  -H.  P.  Co.-17199 
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The  Burroughs 

Bookkeeping  Machine  for 

Monthly  Statements 


Last  Day  of  the  Month — All  Statements  Out — No  One  Working  Overtime 
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Thirleen  Column  Single  Key  Statement  Machine 
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Thirteen  Columns  with  Special  Keys  for  Description 
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Nine  Column  Single  Key  Statement  Machine 
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The  Burroughs 
Statement  Machine 


The  machine  illustrated  above  is  the  No.  1 1  SKS  Mode!, 
especially  constructed  for  preparing  statements  of  customeis' 
accounts  and  statements  of  invoices  paid. 

The  left  section  is  arranged  with  a  separate  key  for  print- 
ing each  month,  Dr.,  Cr.  and  Bal.;  also  keys  for  the  date. 
The  right  section  has  eight  columns  of  keys  for  amounts  up 
to  a  total  of  999,999.99.  This  same  style  of  machine  is 
made  in  different  sizes  with  9,  11,  13.  15  and  17  columns  of 
keys.  Printing  carriages  are  built  which  make  it 
possible  to  use  statements  of  different  widths. 

Can  be  equipped  for  adding  and  listing  dollars 
and  cents — feet  and  inches — fractions  of  |,  J,  ^'^ 
hours  and  minutes — tons  and  hundred  weight. 

May  have  split  and  normal  device  for  dividing 
keyboard  into  two  or  more  sections,  for  adding  and 
listmg  two  or  more  sets  of  figures  at  one  operation. 
Can  also  be  equipped  with  shuttle  or  cross  tabulat- 
ing carriages  for  automatically  listing  and  adding 
across  a  sheet  or  form  in  two  or  more  columns. 
May  be  built  with  two  sets  of  total  wheels,  to  ac- 
cumulate two  separate  totals  at  the  same  time. 
Will  print  one  or  more  carbon  copies  as  desired. 
Made  also  with  special  keys  and  sf>ecially  arranged 
keyboards. 
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Thirteen  Column  Duplex,  Special  Keys  for  Terms 
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EJeven  Column  Single  Key  Statement  Machine 
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Seventeen  Columns,  Keyboard  Split  to  Add  Two  Separate  Colu 


On  this  page  ii  shown  a  few 
of  the  keyboards  of  BUR- 
ROUGHS Statement 
Machines.  The  thirteen, 
fifteen  or  seventeen  column 
Burroughs  are  often  equip- 
ped with  a  variablesplit de- 
vice which  can  be  set  to 
split  the  key-board  into 
several  sections,  making  it 
possible  to  list  and  add  a 
different  set  of  items  in  each 
section.  In  this  way  many 
different  kinds  of  work  can 
be  handled  on  the  same  ma- 
chine. 
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Fifteen  Column  Sinfile  Key  Statement  Machine 
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Main  Aisle  of  Marshall  Field  and  Company's 
Retail  Store,  Chicago,  III.  -  Burroughs  Users 


Office  of  Farmers  Cash  Union  of  Bear  River 
Valley,  Tremonton,  Utah.— Burroughs  Users 


Office  of  J.  I.  Case  Threshing  Machine  Co.,  Mt 
facturers,  Racine,   iVisconsin, — Burroughs  U 


'anu- 

'sers 


Burroughs  Bookkeeping  Machines 
For  Making  Customer's  Statements 


Showing    Statements    and    Letters 
from    Users  of  the  Burroughs   in   the 

Manufacturing  Business 
Wholesale  Business 
Jobbing  Business 
Retail  Business 
General  Store  Business 
Department  Store  Business 

THE  USES  of  the  adding  and  listing  machine  in  statement  work 
alone  covers  such  an  immense  field  that  we  cannot  begin  to 
illustrate  in  this  small  folder  the  various  Burroughs  forms  and 
systems  that  are  now  being  used  by  all  the  different  lines  of  business. 

The  illustrations  may  not  in  all  respects  prove  applicable  to  your 
particular  work,  but  the  majority  of  uses  mentioned  will  no  doubt  give 
you  valuable  ideas  of  some  practical  advantages  to  be  gained  by 
the  adoption  of  mechanical  accounting  in  connection  with  your 
office  work. 

In  cases  where  conditions  arise  that  are  not  covered  or  referred  to 
in  this  folder,  we  earnestly  request  that  the  details  of  such  conditions 
be  sent  to  our  System  Service  Department,  that  they,  with  their  varied 
knowledge,  and  data  gathered  from  other  concerns,  may  be  able  to 
help  you  develop  plans  and  rule  up  forms  which  can  be  used  with 
the  Burroughs  to  produce  neat  and  accurate  records  at  a  steady 
saving. 

This  service  interferes  in  no  way  with  the  work  of  expert  account- 
ants, auditors  or  systematizers.  We  freely  give  our  assistance  only  as 
an  aid  in  working  out  short  cuts  and  in  finding  better,  quicker,  more 
accurate  and  cheaper  ways  of  conducting  your  business. 


NC«00L£AN5.  9/13/10 


Burroughs  Adding  Machine  Co.  , 
Detroit,  Mich. 

Gentlemen : - 

We  have  been  using  your  Electric  Statement 
Machine  for  the  past  five  months,  and  we  find  it  a 
vast  improvement  over  the  old  way  of  making  state- 
ments by  hand. 

We  are  able  to  turn  out  double  the  amount  of 
work  in  a  neat  and  uniform  manner  and  with  a 
correctness  we  have  never  obtained  when  making  out 
8ta*tements  by  hand. 

We  consider  this  machine  one  of  the  most  val- 
uable adjuncts  in  our  office  and  indispensable 
where  a  large  amount  of  work  is  involved. 

A  good  handwriting  and  correctness  in  figures 
command  a  premium,  and  labor  of  this  character 
will  command  double  the  wages  that  would  be  paid 
an  efficient  operator  of  your  machine.    No 
technical  knowledge  is  required,  and  with  practice 
the  machine  can  be  operated  very  efficiently, 
even  by  beginners. 

With  assurances  of  our  high  esteem,  we 
remain. 

Very  truly  yours. 


COTTAM  &  CO.  LTD. 


HTC/JK 


^^L^_ 


President. 
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WEEKLY     STATEMENT 


No  GOODS  Sold  on   30   Days 


Austin,    Texas, ■ — —  19  i 


M- 


John  Bremond  Groc.  Co., 


City. 


M^^^  OUEBEDAUX  &  ELLIS 

Office  and  Warehouse  409-11-13-15  E.  4th  St. 

WHOLESALE    FRUITS    and    PRODUCE 

Both  Telephones  631 
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A  Special  Statement  Machine 

THE  STATEMENT  form  reproduced  on  this  page  illustrates  the 
work  of  an  eleven  column  Burroughs  Single  Key  Statement  Ma- 
chine, which  can  be  used  not  only  for  monthly  statement  work, 
but  as  well  for  general  adding  and  listing  purposes.  The  three  columns 
of  special  keys  for  printing  months  and  dates  are,  of  course,  not  used 
when  the  machine  is  used  for  general  adding  and  listing,  but  the  remain- 
ing keys  afford  an  adding  capacity  for  amounts  of  eight  digits. 


Every    Statement 
Mechanically  Proved 

WITH  our  method  there  is  no  guess  work  about 
the  correctness  of  statements;  an  error  is  im- 
possible. As  per  the  illustration  a  total  of 
the  debits  is  printed  in  the  regular  way,  but  notice 
that  the  credit  total  is  printed  with  the  sub-total  key 
depressed  which  allows  this  amount  to  remain  in  the 
machine.  Subtraction  is  next  performed  mentally  in 
the  usual  way  and  the  balcince  set  into  the  machine 
and  printed.  If  the  total  then  accumulated 
in  the  machine  as  shown  on  the  adding 
wheels,  equals  the  debit  total  the  state- 
ment is  absolutely  correct.  The  machine  can 
then  be  cleeured  for  the  next  statement. 

Making  out  a  statement  is  not  a  job  that  calls  for 
expert  brains.  All  that  is  necessary  is  neatness  and 
accuracy.  A  boy  or  a  girl  and  a  Burroughs  can 
make  out  your  statements,  because  it  becomes  a  mere 
matter  of  copying.  As  they  transfer  the  amounts 
correctly  from  the  ledger  to  the  adding  machine  key- 
board, their  responsibility  ceases,  the  machine  does  all 
the  rest  of  the  work. 

Some    Advantages 

FOR  periodical  statement  work  our  single  key 
statement  machine  has  an  advantage  over  all 
others,  of  tremendous  importance:  the  accom- 
plishment in  one  operation  of  printing  the  month,  day. 
Dr.,  Cr.,  and  Bal.  This,  together  with  the  possibility 
of  proving  the  ledger  footings,  is  an  arrangement  that 
greatly  facilitates  the  routine  of  statement  work.  The 
more  details  that  are  connected  with  the  making  of  your 
statements,  the  more  time  a  Burroughs  can  save  you. 
Special  keyboards  and  keys  can  be  supplied  to  handle 
special  columns  and  special  insertions. 

Just  a  word  about  accuracy  and  neat- 
ness— merchants,  manufacturers,  wholesalers  and 
retailers  send  out  statements  to  people  with  whom  they 
are  not  personally  acquainted  and  those  customers 
frequently,  and  in  fact  generally  view  your  corres- 
pondence, invoices,  statements,  etc.,  as  a  basis  from 
which  to  determine  your  style  of  operation,  your  rating 
and  prestige.  Thousands  of  retailers,  wholesalers, 
jobbers  and  manufacturers  are  using  the  statement  ma- 
chines because  the})  save  real  money. 


2] 


0®  ©  O  0  0  (D  ®  (D  ©  © 
®0®000®®®®# 

®® 00##0®0#@ 

®  0  (D  0  ®  ®  ©  (D  (D  #  # 

(D®®©(D(D(D@#^ 
®@#@®®®@@ 

®®®®®(D(D(D®@ 
CDCD0O00(DCD##i 


page   four 


^QUH^IQIMiste. 


j^^_ 


ROVALQUALITY  FLOUR.  ^~~^ 

r::\ 


THE 


BAL 


MAY 


3 
4 

8 
0 
2 
3 
8 
0 


2  4 

2   9 


DR 
CR 

BAL 


9  6  7  .7  7 

3  4.6  5 

7  8.9  3 

1.1  5 

.6  3 

3.3  8 

2  9.2  5 

6  7.9  0 

6  5.0  6 

2.7  5 

6.1  5 

2.7  0 

7  2.1  3 

4  7.9  4 

1,  3  8  0  .3  9  s 

6  1  9  .7  5  :/^ 

7  6  0 .6  4  f 


MAY 


CR 


Itemized  Accounts  Receivable 

THE  Wottendyke  Manufacturing  G>mpany  of  Richmond,  Virginia,  place 
an  "accounls  receivable"  sheet  in  their  SKS  machine  and  print  the  state- 
•ment  totals  in  regular  order,  taking  a  grand  total.  The  folio  number  is 
printed,  making  it  a  very  simple  matter  to  find  the  account  and  give  the  proper 
credit  when  the  remittance  is  sent  in.  A  record  of  this  kind  is  made  each  month 
immediately  alter  the  statements  are  run  off.  The  list  is  then  handed  to  a  stenog- 
rapho-  to  have  the  names  filled  in.  In  this  way  at  the  end  of  each  month  an  item- 
ized list  of  all  accounts  receivable  with  names  is  obtained,  which  has  proved  to  be  of 
great  value  to  this  concern.     Similar  records  may  be  made  up  in  carbon  copies. 


■5f 


5 

8  0.0  0 

1   0 

2  5  8  .5  0 

1  6 

2  0  0  .0  0 

2  5 

8  1.2  5 

6  1  9  .7  5 

Trial  Balance  With 
the  Duplex 

THE  John  H.  Fritch  Company  of  Youngs- 
town,  Ohio,  use  an  I  I  column  Duplex 
single  key  statement  machine.  The  form 
as  illustrated  on  this  page  shows  very  nicely  how 
the  Duplex  features  can  be  used  in  trial  balance 
work.  All  listing  is  done  on  the  upper  set  of 
adding  wheels.  The  balance  is  secured  by  sub- 
traction (adding  the  complement).  The  result  is 
proved  by  comparing  it  with  the  ledger  balance, 
after  which  it  is  transferred  into  the  lower  set  of 
adding  wheels,  thus  becoming  a  part  of  the  auto- 
matic trial  balance.  This  trial  balance  is  secured 
by  transferring  all  statement  balances  into  the  lower 
set  of  adding  wheels;  credit  balances  are  printed 
in  the  lower  counter  with  the  eliminating  key  de- 
pressed: debit  balances  from  which  no  statements 
are  issued  can  be  set  directly  into  the  lower  counter, 
A  total  of  the  balances  of  all  accounts,  therefore, 
can  be  printed  from  the  lower  counter. 

This  form  shows  also  an  easier  and  quicker  way 
for  making  out  statements.  You  will  notice  that  all 
credits  are  run  off  first  on  the  right  hand  side  of 
the  form  and  from  the  upper  counter  of  the  ma- 
chine. A  total  is  then  taken,  clearing  the  machine. 
The  debits  are  next  printed  on  the  left  side  of 
the  form  and  a  sub-total  taken  as  shown.  The 
total  credit  is  again  printed  below  the  debit,  with 
the  eliminating  key  depressed.  After  mechanical 
subtraction  by  the  use  of  the  complement  the  bal- 
ance can  be  printed  with  the  transfer  key  depressed, 
which  not  only  prints  the  balance  on  the  statement 
but  transfers  the  accumulation  to  the  other  half  of 
the  adding  machine. 

The  above  firm  saves  much  time  by  addressing 
their  envelopes  and  statements  in  one  operation  by 
the  use  of  a  small  piece  of  carbon. 
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Burroughs  Adding  Uachlne  Co. , 
Detroit,  Ulch. 

Gentlemen;- 

We  have  your  letter  of  the  4th  Inst,  and  would  say  In 
reply  that  we  have  "been  using  one  of  your  statement  machines 
In  our  office  for  the  past  two  years.   This  machine  has 
given  ua  excellent  satisfaction  hoth  in  time  saved  and  the 
quality  and  accuracy  of  the  work  turned  out. 

With  the  Burroughs  Statement  machine  we  can  take  off 
our  statements  in  about  one-third  of  the  time  we  did  when 
we  were  drawing  them  off  by  hand,  and  also  giving  us  a  far 
neater  and  more  accurate  statement. 

This  machine  saves  us  the  expense  of  an  extra  cleric  In 
our  office,  and  what  is  more  than  that,  it  saves  us  countless 
hours  of  work  when  everybody  else  is  through. 

You  may  rest  assured  that  we  will  never  let  an  oppor- 
tunity pass  to  boost  the  Burroughs  Statement  machine. 
Youre  truly, 

E.  G.  Whittelsey  &  Co. .  Inc. 
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VannfUi  City,  Mft. 

Mr. 

IN    ACCOUNT   WITH 

F.  E.  THOMSON  MERC.  CO. 

2704-6  PROSPECT  AVE. 

AU  Bills  payable  on  or  before  Monday  foUowine  date  of  sale 

To  Mdse. 

■3J- 

1  3 

2.3  5 

.4  5 

5 

1  4 

.3  5 

.5  0 

1.2  3 

15 

.5  5 

.6  3 

1  6 

.7  6 

1  7 

.3  4 

2.3  0 

.8  5 

5 

.1  0 

1  8 

6.7  5 

1.2  0 

.3  5 

5 

.1  5 

.4  0 

1 

9  .4  1  -= 

• 

Have  used  the  S.  K.  S.  Burroughs  for  more  than  three  years 
and  are  doing  the  work  with  one-half  the  help  formerly  required 

Alameda,  Cal.,  Feb.  12th,  1908 
The  Burroughs  Adding  Machine  Co., 

Uelroit,  Michigan. 
Gentiemen : — 

Kcplying  to  yours  of  the  26th  ult.     We^use  the  machine  every  hour  of  the  day.     To  us  it  is  as 
indispensable  as  the  Cash  Register, 

We   have   a    P.  O.  Station,  also   Local   R.    R.    f)ffice   in   our  store,  which  makes  the  Machine 
.il!  the  more  useful  to  us.     In  fact  we' could  not  do  without  it  now,  after  using  one  year. 

We  i.se  it  in  checking  invoices,  in  making  monilily  statements,  in  fooling  inventories,  in  making 
out  bank  deposit  ticket,  in  proof  of  posting  work,  in  making  up  cash,  etc..  etc. 

We  are  doing  the  same  work  with  just  one-half  the  help  with  the  aid  of  the  Machine,  with  less 
trouble. 

You  are  at  liberty  to  use  our  name  if  you  find  it  to  your  advantage  to  do  so. 

Very  gratefully  yours, 

PR03SKR  PHARMACY,   INC. 
'  per  A.  M.  Prosser,  Prest. 


Rubber  Stamps  for  Statements 

THE  illustration  shows  a  statement  form  that  is  being  used  to  very 
good  advantage  by  some  general  stores  and  retail  merchants  in 
small  tovk'ns  and  villages.     The  rubber  stamp  can  be  made  to  print 
a  very  attractive  form  that  is  simple,  neat  and  inexpensive,  and  one  that 
has  been  found  to  cover  the  requirements  in  statements  where  it  is  not 
necessary  to  print  more  than  the  day,  amount  and  total. 

The  original  was  made  on  regular  3g  inch  roll  paper  with  a  No.  9 
split  and  normal  machine  having  a  capacity  of  9999,999.99  and  capable 
of  adding  and  listing  one  or  two  columns. 

Immediately  after  the  statements  have  been  run  off,  each  one  is  placed 
in  the  ledger  at  the  account  from  which  it  was  taken,  and  after  the 
adding  machine  work  has  been  completed  for  the  entire  book,  a  girl 
prints  the  headings  with  the  rubber  stamp  and  fills  in  the  names,  after 
which  the  statements  are  ready  to  mail. 

No    Customer's  Ledger 

MANY  of  the  smaller  retail  stores  have  entirely  dispensed  with  the 
use  of  a  customer's  ledger  and  keep  their  customers'  accounts  by 
filing  in  regular  order  sales  slips  which  are  made  for  this  pur- 
pose. These  are  filed  until  the  end  of  the  week  or  month,  when  a 
statement  is  taken  off  from  them. 

It  has  been  found  by  many  that  statements  made  in  this  way  in  dupli- 
cate can  be  used  to  good  advantage,  the  carbon  copy  being  bound  in  a 
loose  leaf  binder  for  the  ledger  copy. 

There  are  many  forms  of  sales  slips  made  in  various  sizes  in  duplicate 
or  multiple  copies.  Usually  the  original  is  filed  as  stated  above,  the 
duplicate  sent  with  package  when  the  goods  are  delivered,  and  if  a  tripli- 
cate is  made,  it  remains  in  the  clerk's  books  as  a  record.  When  credits 
are  sent  through,  similar  slips  of  a  different  color  are  made. 

With  the  above  system  it  becomes  very  easy  to  "check  back"  or 
prove  your  statements.  Of  course  hand-made  statements  can  be  checked 
back  with  a  ledger,  but  in  the  haste  of  getting  them  in  the  mail  quickly, 
due  to  the  time  required  to  get  them  out  by  hand,  this  work  is  often 
neglected,  resulting  sometimes  in  serious  errors.  It  is  only  a  matter  of  a 
few  minutes  with  the  Burroughs  to  list  the  charges  direct  from  the  slips. 
This  total,  with  the  credits  deducted,  should  equal  the  total  of  the  state- 
ment balances.  However,  if  the  amounts  do  not  agree,  it  requires  a  very 
short  time  to  check  back  the  slip  totals  against  the  statement  totals  to 
locate  the  error.  If  you  have  a  double  entry  set  of  books  you  can  take 
off  your  trial  balance  during  the  operation  of  making  your  statements. 
(This  is  explained  in  detail  on  page  1 0.) 
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STATEMENT 

TORONTO,     March   31st.  19  11 

73   FRONT  STREET   EAST 


J.    Johnston, 

Barrle,    Ont. 


,n  Account  J^£^J3L AND    BROS. 


with 


Limited 


Interest  at   6   per  cent,  charged   on  overdue   accounts. 


To  Account  tendered 


Mdte. 


CREDITS 


Date 


Amount 


2 

3 

7 

1  0 

1  7 


3 

1  0 

1  7 

2  4 


5  5  7  .0  0 

3.0  0 
5.9  0 

1  1.0  5 

2  6.4  1 
1  7.6  8 

2.6  8 


2  0  0  .0  0 

6  0.0  0 
4  3.3  6 

7  0.3  6 


Total 


6  2  3  .7  2 


3  7  3  .7  2  s 


2  5  0  .0  0  - 


BUHNOUOHS     AOOINO     MACHINE    CO.     STATEMENT    SYSTEM 


Short  Cut  Methods 

WHEN  transferring  the  figures  to  the  statement  form, 
some  bookkeepers  put  the  foHo  number  in  the 
corner  of  the  statement,  which  enables  them  to 
readily  locate  an  account  when  filling  in  the  names  on 
the  statement,  or  when  the  statement  is  returned  with  the 
remittance.  It  has  also  been  found  very  convenient  to 
place  the  statements  in  the  ledger  at  the  accounts  from 
which  they  were  taken.  This  makes  it  a  simple  process 
to  go  through  later  to  have  the  names  inserted. 

Where  the  accounts  are  numbered,  the  account  number 
can  be  printed  on  the  statement,  by  using  the  Burroughs 
Eliminating  Button.  When  statements  are  sent  regularly 
to  old  customers,  it  has  been  found  practical  by  some 
concerns  to  have  a  large  number  addressed  at  one  time. 
This  can  be  done  either  by  hand  or  mechanically. 

Some  concerns  do  not  issue  statements  at  regular  inter- 
vals, due  to  the  peculiar  nature  of  their  trade  which  neces- 
sitates their  rendering  bills  at  specified  periods  following 
the  purchase.  In  cases  of  this  kind  we  find  that  many 
offices  have  their  ledger  cards  or  sheets  printed  on  the 
upper  edge  with  small  numbers  from  I  to  31,  representing 
the  days  of  the  month.  When  the  charge  is  posted  a 
detachable  index  is  placed  at  the  number  representing  the 
day  when  this  amount  becomes  due.  These  indexes  can 
he  of  different  colors  for  the  months.  It  only  requires  a 
few  minutes  in  a  large  office  to  go  through  the  ledger  cards 
or  sheets  and  run  off  the  statements  that  are  due  each  day. 

Some  firms  have  found  it  of  advantage  to  have  the 
forms  perforated  on  the  side,  using  the  stub  for  various 
office  records  to  be  detached  when  the  statement  is  sent 
out.  In  cases  where  partial  statements  are  made  up, 
the  total  to  that  date  can  be  extended  on  the  stub, 
and  at  a  later  date  when  the  statement  is  completed  only 
the  previous  total  shown  on  the  stub  needs  to  be  set  into 
the  machine,  thus  doing  away  with  re-adding  the  items 
previously  entered. 

Printed  Roll  Statements 

MANY  of  the  statements  used  on  the  Burroughs  are 
printed  from  rolls  that  automatically  feed  as  the 
carriage  spaces.  This  plan  of  printing  monthly 
statements  in  rolls  makes  it  possible  to  save  much  time, 
work  and  worry  on  statement  day.  They  can  be  printed 
in  any  face  of  type  or  any  style  of  arrangement,  eit  her 
with  or  without  ruling,  and  in  one  or  more  colors. 
The  Samuel  Weinhaus  Co.,  of  Philadelphia,  Pa.,  have 
found  it  very  convenient  to  use  the  roll  statements  for  fill- 
ing in  the  names  during  the  month ;  they  place  the  roll  in 
a  basket  back  of  the  typewriter  and  as  fast  as  the  names 
are  filled  in  they  allow  them  to  fold  first  one  way,  then 
the  other,  bellows-like.  The  strip  folded  in  this  way  is 
placed  in  a  basket  at  the  back  of  the  statement  machine 
and  fed  into  the  machine  as  usual.  This  of  course  elim> 
inates  the  re-rolling  of  the  forms. 


Roll  Statements 

AT  a  considerable  cost  special  ma- 
^*  chines  have  been  installed  for 
turning  out  statements  in  rolls  for  ren- 
dering monthly  accounts. 

Bond  paper  is  used  exclusively  in 
making  all  our  roll  statements. 

_  Prices  vary  according  to  quantity, 
size  of  form,  and  number  of  colors, 
and  will  be  furaishcd  on  applicattoo. 


•^■^wjWUai. 


Burroughs  Split  and  Normal  Machines 

FOR  concerns  not  6nciing  it  necessary  to  print  the  month  on  statements,  and  who  want 
to  use  their  machine  to  its  fullest  capacity  at  times  for  miscellaneous  work,  we  offer 
th'.s  type.  The  split  and  normal  device  divides  the  machine  keyboard  into  two  sepa- 
rate adding  sections.  The  form  illustrated  shows  very  nicely  how  a  nine  column  split  and 
normal  machine  can  be  used  in  statement  work.  The  last  two  columns  to  the  left  are  used 
to  print  the  dates  but  do  not  add,  however,  the  machine  can  be  adjusted  at  will  to  list  and 
add  to  its  full  capacity.  This  is  a  facsimile  of  form  used  by  Medland  Brothers,  wholesale 
importing  and  manufacturing  grocers  of  Toronto.  You  will  note  that  the  credit  total  is 
printed  with  the  sub-total  key  depressed,  allowing  the  amount  to  remain  in  the  machine  to 
prove  the  statement  as  explained  on  page  four. 
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T.  H.  Simpson,  Pres.  and  Mgr. 

Groceries.  Hardware 

Oueensware 

Wagons  &  Farm  Implements 

Hay,  Gmin,  Flour  & 

Vegftables 
Tobacco,  Cigars,  Etc. 


STATEMENT 


H.  Hegewald,  Vice-Pres. 


H.  R.  Ingham.  Secretary 


jyj-     S.    T.    Carlson, 


Walden,    Colo. 


The  Laramie  Grocery  Co. 

Wholesale  and  Retail  Dealers 

LARAMIE,  WYO. 

We  send  statements  of  ALL  ACCOUNTS  on  first  of  each  month.    This  is  for  comparison  and  need  not  be  considered 

as  a  dun  unless  the  account  is  due. 

Please  check  up  this  statement  and  advise  if  any  difference. 


BAL. 


MAR 


1 
3 
6 

9 
1  2 


1  7 

1  8 

2  1 


2  5 

2  7 

2  8 

3  1 


M^ 

* 

2  2  7  .6  5 

1  2.4  5 

3  4.5  4 

3  5.7  6 

1  3.4  5 

6  7.8  9 

5  7.8  9 

5  6.7  1 

1  1  0  .2  2 

2  4.4  5 

3  9.9  9 

1  2  0  .5  6 

3  4.6  8 

2  5.5  0 

MAR        6 


1  5 


2  3 


1  0  0  .0  0  ■ 


5  0.0  0 


2  2  5  .0  0  ■ 
2  5  0  .0  0  ■ 


DR 


8  6  1 .7  4  s 


CR 


BAL 


6  2  5  .0  0 


2  3  6  .7  4 


Laramie,  Wyo.,  March  16,  191  I. 
BinToushs  Addins  Machine  Co. 

Deuoil,  Mich. 
Gentlemeti: 

Wc  arc  in  receipt  of  yours  of  the  1  1  th.  and  we  take  great  pleasure  in  informing  you 
that  wc  consider  our  adding  maciiine  the  most  essential  part  of  our  office. 

Our  Duplex  Statement  Electric  we  use  to  a  great  many  advantages,  and  we  find  the 
statement  attachment  a  great  saving  in  time  at  the  end  of  the  month,  as  well  as  making  a  very 
much  nicer  and  neater  statement,  and  we  consider  this  new  way  an  exceedingly  great  advantage 
over  the  old  way.  especially  in  the  case  of  wholesale  houses,  and  we  will  say  that  any  firm  buy- 
ing a  machine  will  find  that  they  have  well  invested  their  money  in  supplying  the  statement 
attachment  at  the  same  lime. 

Assuring  you  that  we  always  have  a  good  word  for  the  Burroughs,  we  wish  to  remain 

Very  truly  yours, 

THE  LARAMIE  GROCERY  CO. 

W.  D.  Kindley.  Cashier. 


The    Duplex 

THE  Duplex  Statement  Machine  is 
practically  two  adding  and  listing 
machines  in  one.  it  has  two  sepa- 
rate sets  of  adding  wheels,  making  it  pos- 
sible to  add  and  list  in  one  operation  all 
debits  and  all  credits  of  a  statement  in  the 
order  in  which  they  appear  on  the  ledger 
account,  getting  separate  totals  of  each; 
also  to  secure  separate  totals  of  groups  of 
items,  such  as  totals  of  each  month's 
charges,  and  to  then  get  a  grand  total. 

The  No.  1  1  Duplex  Single  Key  State- 
ment Machine  has  an  adding  capacity  of 
two  columns,  each  of  999,999.99;  the  No. 
13  has  an  adding  capacity  of  still  two 
more  digits,  the  No.  1 5,  two  more  digits 
than  the  No.  13,  etc. 

Grocery  Form 

THE  statement  used  by  the  Laramie 
Grocery  Company  of  Laramie, 
Wyoming,  is  printed  in  rolls,  and 
shows  very  nicely  how  a  Duplex  can  be 
used  as  a  time-saver,  when  only  one  month's 
items  appear  on  the  statement.  The  ad- 
vantage of  this  method  is  the  possibility  of 
printing  on  the  statement  in  separate  col- 
umns the  debits  and  credits  in  the  order 
they  appear  on  the  ledger,  and  then  to  get 
a  total  of  each. 

The  operation  is  very  simple;  both 
lower  and  upper  counters  are  cleared, 
printing  the  symbols  as  illustrated.  Then 
the  previous  balance  and  itemized  charges 
for  the  month  are  set  into  the  machine  and 
accumulated  in  the  upper  counter.  On  the 
statement  form  shown  here,  the  fifth  item 
being  a  credit,  is  set  into  the  machine  and 
accumulated  in  the  lower  counter  and 
printed  with  the  carriage  in  the  second  posi- 
tion. When  all  amounts  have  been  printed 
on  the  statement,  all  of  the  charge  items,  as 
shown  in  the  first  column,  will  be  accumu- 
lated in  the  upper  counter,  and  the  credit 
items,  as  shown  in  the  second  column, 
will  be  accumulated  in  the  lower  counter, 
A  sub-total  is  then  taken  of  the  debits, 
thus  allowing  the  total  to  remain  in  the 
machine  in  the  upper  counter.  After 
printing  the  tolal  of  the  credits  in  the  lower 
counter  its  complement  is  set  into  and  accu- 
mulated in  the  upper  counter  and  sub- 
tracted, giving  the  final  balance  as  illus- 
trated. 


T^HE  operation  of  the 
two  sets  of  accu- 
mulators is  controlled 
by  the  Duplex  lever 
which  is  located  at  ihc 
left  side  of  ihe  key- 
board. This  is  in  a 
convenient  location  to 
br  operated  with  the 
left  hand. 


WHEN  this  lever  is 
**  set  in  the  position 
of  'Upper  Counter" 
items  listed  are  accumu- 
lated in  the  upper  set  of 
adding  wheels.  When 
in  the  Lower  Counter" 
position  the  items  are 
accumulated  in  the  low- 
er set  of  adding  wheels. 
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Toronto   Type   Foundry   Co.,   Limited 

The  Leading  Printers'  Supply  House 

70  YORK  STREET      7:       7:       7.       TORONTO,  ONT. 

October   1st    1911 
In  account  with         Nelson,    Carroll  &  Co., 

Prlceville,    Ont . 

Folio     100 
1911 


Interest  at  8  pei  cent  per  annum  charged  on  all  overdue  accounts 


EXPLANATION 


To  Accouiil  Rendered 


AUG 


2  MDSE 
4  O'CGE 
8  ALL'W 

1  0  UN'PD 

2  2  M'TL 

3  1   CASH 
SEP   1   0  MCH'Y 

1  5  MDSE  NET 

2  4  RET 

3  0  NOTE  JAN 

FEB 
OCT        8  M'TL 

1  4  MDSE 

2  0  DIS 
2  6  MDSE 

FR'T 
2  7  EXP 

2  8  M'TL 

LIEN 

3  0  MDSE 

DR 
CR 

'3AL 


ACCOUNT 


Charges 


Credits 


1  3.5  3 

5.7  5 

1  5.8  0 

2  0  0  .7  5 

3  4  7  .8  5 
3  2.7  7 
9  5.4  0 


7  6.8  0 
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The  Printing  of  Terms 
and  Descriptions 

THE  printing  of  terms  and  descriptions  together 
with  the  month,  day,  quantity  and  amount, 
can  all  be  handled  rapidly  by  the  use  of  a 
Burroughs  Duplex  machine,  as  illustrated  on  the 
form  reproduced  on  this  page,  getting  the  total  of  the 
charges  and  the  total  of  the  credits  and  the  balance 
on  each  statement.  Occasionally  we  find  a  firm 
similar  to  the  Toronto  Type  Foundry  Company, 
limited,  that  questions  the  practicability  of  using  a 
Burroughs  machine  for  this  class  of  work.  This 
firm  thought  it  was  impossible  to  handle  their  state- 
ment work  on  a  machine,  but  after  studying  the 
situation  and  the  adaptability  of  the  Burroughs 
features,  it  was  discovered  that  a  machine  of  large 
capacity  having  two  rows  of  special  characters 
would  take  care  of  their  work  in  a  most  satisfactory 
manner,  reciting  in  a  tremendous  saving  of  time. 
This  work  is  now  handled  on  a  Burroughs  1 7- 
column  Electric  Duplex  Single  Key  Statement 
machine  equipped  with  an  1 8"  carriage,  and  having 
18  special  characters  and  an  item  counter. 

The  statement  form  is  ruled  up  and  can  be  used 
if  desired  with  outlook  or  transo  envelopes.  The 
machine  operation  on  each  statement  is  very  simple, 
as  the  charges  and  credits  are  listed  on  the  machine 
in  the  order  they  appear  on  the  accounts.  Keys 
can  be  depressed  for  the  month,  the  day,  the 
description,  the  terms  and  the  amounts,  all  of  which 
can  be  printed  in  one  operation. 

After  all  items  have  been  listed,  separate  sub- 
totals of  the  charges  and  credits  are  printed,  and 
afterwards  a  total  of  the  credits  is  printed  directly 
below  the  charges,  and  the  subtraction  performed 
mechanically  by  the  use  of  the  complement,  print- 
ing the  balance  from  the  upper  counter  in  the 
charge  column,  as  shown.  In  cases  where  notes 
are  received  the  credits  are  shown  as  illustrated; 
September  30th  the  notes  are  received,  which  are 
payable  January  I  st  and  February  I  st. 

Uses    of    Special    Keys 

BY  having  two  rows  of  special  characters,  it  is 
possible  to  get  every  combination  of  descrip- 
tion of  terms  in  their  business.  Even  to 
chain  discounts,  for  by  having  part  of  the  discount 
keys  in  one  column  and  part  in  another,  a  com- 
plete chain  discount  can  be  printed  in  one  opera- 
tion. By  having  two  rows  of  special  characters  the 
abbreviated  description  and  the  terms  can  both 
appear  on  the  same  line. 

The  advantage  of  a  Duplex  feature  together 
with  a  possibility  of  printing  the  month,  day, 
description,  terms,  and  amount,  in  one  operation 
overcomes  all  objection  to  the  use  of  an  adding 
machine  for  monthly  statements.  This  machine 
fitted  with  what  is  known  as  our  summary  roll  as 
illustrated  on  page  10,  or  the  tally  roll  as  illustrated 
on  page  1 3,  makes  an  ideal  machine  for  this  class 
of  work. 

We  have  illustrated  below  the  keyboard  of  the 
machine.  Owing  to  width  of  the  characters,  the 
capacity  of  machine  is  reduced  four  columns. 
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Statements  and  Trial  Bal- 
ance in  one  Operation 

Are^ou  interested  in  a  iime-aaving  method  which  will  ahsolutelu  prooe 
the  accuracy  0/ the  operation  in  making  out  statements  be/ore  mailing 
and  at  the  same  time  secure  a  trial  balance  of   the  sales  ledger? 

THE  illustration  on  this  page  shows  a  few  of  the  March  1st  statements 
as  sent  out  by  the  Ryan  Mercantile  Co.  of  Great  Falls,  Mont.  The 
machine  used  is  a  Duplex  SKS  model,  which  we  have  fully  described 
on  page  8.  It  is  further  equipped,  however,  with  a  summary  roll  on  the 
right  side  of  the  carriage.  This  roll  operates  on  an  attachment  known  as 
the  Burd  Device.  It  is  generally  used  to  obtain  the  trial  balance  as  explained 
below,  but  it  can  also  be  used  for  various  records  in  connection  with  accounts, 
such  as  a  dunning  list  for  collection  department,  etc. 

While  the  operation  of  this  device  is  very  simple,  the  result  obtained  in 
securing  trial  balances  alone  fills  a  long  felt  want  of  all  bookkeef>ers.  The 
upper  set  of  counters  is  used  during  the  entire  operation  to  list  the  items  and 
in  taking  the  totals  of  each  statement.  The  sub-total  key  is  depressed  when 
printing  the  balance,  so  the  amount  will  remain  in  the  upper  counter.  Im- 
mediately after  the  balance  has  been  printed  in  this  way  the  carriage  is 
shifted  to  the  left  until  the  summary  roll  is  in  printing  position  and  these 
same  figures  are  printed  on  the  summary  roll  by  the  use  of  the  transfer  total 
key  (t)  which  transfers  the  amount  to  the  lower  set  of  adding  wheels,  thus 
clearing  the  upper  set  in  readiness  for  the  next  statement. 

A  portion  of  a  summary  roll   or  trial   balance  strip  used  by  the  Ryan 
Mercantile  Co.  is  shown  on  this  page.   The  amounts  indicated  with  the  transfer 
total  symbol  (t)  are  the  same  debit  balances  that  appear  on  the  statements 
with  the  sub-total  symbol  (s).     In  cases  where  an  account  shows  a  credit 
balance,  such  as  the  second  item  illustrated,  the  amount  of  the  balance  is 
printed  on  the  summary  roll  with  the  eliminating  key    depressed.     Credit 
items  can  be  printed  in  either  the  upper  or  lower  counter,  as  all   amounts 
printed  with  the  eliminating  key  depressed  are  never  added.     In  cases  where  an 
account  shows  a  debit  balance,  but  for  some  reason  no  statement  is  to  be  issued, 
the  balance  of  this  account  is  set  into  the  machine  in  the  lower  counter  and 
printed  direct  onto  the  summary  roll,  as  the  fourth  item  on  the  strip  we  have 
illustrated.     After  all  the  amounts  have  been  handled  in  this  way  a  total  of 
all  debit  balances  in  the  ledger  is  secured  from  the  lower  counter  by  depress- 
ing the  sub-total  key  and  pulling  the  lever.     Credit  balances  which  have 
\      been  listed  and  indicated  by  the  eliminating  symbol  can  now  easily  be 
I        totalled  in  the  upper  counter.     The  complement  of  this  amount  is  then 
set  into  the  lower  counter  and  subtracted  in  the  regular  way.     The 
remainder  in   the   lower  counter   will   be  the  correct   amount  of 
accounts  receivable  that  the  ledger  should  show  after  having  added 
to  the  previous  month's  balance  the  tolal  of  all  the  current  month's 
charge  sales  and  deductirig  from  this  the  current  month's  credits. 
The   summary  roll  f^eds  only  when  in  a  printing  position, 
although  through  the  medium  of  a  lever  in  the  back  of  the 
carriage  it  may  be  made  to  feed  in  any  position.     This  feature 
does  not  interfere  with  the  use  of  the  machine  in  loose  sheet 
work,  as  the  pressure  rolls  at  the  left  can  be  restored  to  normal 
position  at  will,  to  handle  wide  sheets  or  forms. 

By  handling  statements  in  this  way  it  proves  absolutely  that 
the  work  done  on  the  ledger  for  the  entire  month  is  correct,  and 
that  the  operation  of  making  the  customers'  statements  is  correct 
as  well.  Having  this  proof  that  the  total  of  the  charges  and 
credits  on  each  statement  is  correct,  these  totals  may  be  copied  on 
each  of  the  respective  ledger  accounts,  thus  obviating  the  neces- 
sity of  mentally  footing  the  ledger  accounts  as  must  be  done 
when  preparing  statements  in  the  old  way.  After  transcribing 
the  customer's  name  from  the  account  to  the  statement  it  is 
ready  to  mail. 
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FOLIO  Please  remit  to  The  Pennsylvania  Steel  Company,  Drawer  1394  Philadelphia 
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STATEMENT   OF   ACCOUNT 

Philadelphia,     Apr.  30,  1911 

Messrs.    Smith,    Brown  &  Jones, 

Pittshurgh,   Pa. 

To  THE  PENNSYLVANIA  STEEL  COMPANY,  Dr. 

Franklin  Bank  Building,  Broad  and  Chestnut  Streets 
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Statements 
in    Multiple 

CARBON  copies  of  statements 
are  most  valuable  records 
and  are  being  used  in  a  great 
many  lines  of  business  to  advan- 
tage. Very  often  the  Auditor  or 
Manager  of  a  concern  requires 
copies  of  statements  to  customers 
so  he  may  Iceep  in  touch  with  the 
condition  of  all  accounts.  A  great 
many  concerns  run  their  statements 
off  in  duplicate,  retaining  the  car- 
bon to  be  used  as  reference  in  case 
of  a  dispute.  Triplicate  copies  are 
generally  used  when  it  is  found 
necessary  to  send  a  record  of  a 
customer's  account  to  a  salesman 
and  a  branch  office. 

Carbon  copies  varying  in  number 
according  to  the  grade  and  weight 
of  paper  used,  can  be  made  on 
any  style  Burroughs  machine. 

Triplicate  Forms 

THIS  form  shows  how  the 
Pennsylvania  Steel  Company 
of  Philadelphia.  Pa.,  use  a 
Burroughs  No,  1 5  special  statement 
machine  in  preparing  their  cus- 
tomers' monthly  statements  of 
account. 

By  the  arrangement  of  this 
machine  the  operator  is  enabled  to 
print  the  name  of  the  month,  the 
date,  the  name  of  the  com- 
modity and  the  amount  and  total 
in  dollars  and  cents,  all  at  the 
same  operation  with  one  pull  of 
the  handle. 

The  form  is  prepared  in  tripli- 
cate, the  original  being  mailed  to 
the  customer,  the  duplicate  to  the 
agent,  and  the  third  copy  for  the 
treasurer  to  be  filed  for  reference. 

Prove  Postings 
and  Save  Time 

MANY  concerns  tell  us  that 
a  small  percentage  of  theii 
accounts  are  active  on  the 
last  day  of  the  month.  The  book- 
keeper who  proves  his  postings 
daily  by  the  Burroughs  Proof  of 
Posting  System  will  know  that  his 
ledger  accounts  are  correct  and  con- 
sequently may  run  off  all  of  his 
statements  a  day  or  two  before  the 
end  of  the  month  if  he  so  desires. 
Should  he  after  running  06  his 
statements,  find  that  he  is  out  of  bal- 
ance, he  can  be  sure  that  he  has 
made  the  error  in  transcribing  the 
statements  and  will  have  the  ad- 
vantage of  the  remaining  day  or 
two  in  the  month  to  check. 

All  statements  may  go  out  the 
evening  of  the  last  day  if  desired, 
thu.<i  insuring  prompt  payment,  for 
by  this  method  only  those  state- 
ments for  the  accounts  active  on 
the  last  day  will  require  a  change 
in  the  balance  to  accommodate 
either  a  debit  or  credit  notation 
and  these  can  be  mailed  not  later 
than  noon  of  the  first  day  of  the 
month. 
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These  forms  show  how  unusual  prob- 
lems are  solved.  Special  machines  are 
made  to  fit  any  line  of  business.  The 
more  details  there  are  in  your  work, 
the  greater  is  the  possible  saving. 


No. 


1224. 


STATEMENT 


KANSAS  CITY,  MO.,. 


March   25 


-19 


11 


M- 


Guernsey  &  Murray   Grocery    Co, 


Kansas    City,    Missouri. 

IN  ACCOUNT  WITH 

Ridenour-Baker  Grocery  Company 

WHOLESALE  GROCERS 


DR 

FEB 

1  1% 

3  1% 

15  2% 

2  0  1% 

MAR 

3  2% 

6  2% 

2  1  1% 

CR 

MAR 

3 

1  4 

BAL 


4  5.6  7 

4.5  7 

4  5.6  0 

3  0.4  5 

7.8  9 

1  3.4  0 

2  3.0  0 

1  7  0  .5  8 

'^.4  5 

.2  8 

2.7  3 

1  6  7  .8  5 

Special  Keys 

FORMAN,  FORD  &  CO.,  whole- 
salers of  glass,  paint  and  oil  use  the 
special  key  feature  on  their  13  Electric 
Duplex  Machine  to  print  the  abbreviations  of 
their  merchandise  and  terms  which  are 
thoroughly  understood  by  their  customers. 
Of  course  any  abbreviations  can  be  adopted 
for  any  line  of  business,  but  in  this  particular 
case  OIL  means  linseed  oil,  PLT. —  plate 
glass,  CSH. — cash,  MEM. —  memorandum, 
etc.  The  keys  4-1  and  5-1  mean  special 
terms. 

The  amounts  past  due  or  just  due  or  to 
become  due  during  the  month,  are  determined 
mentally,  and  then  set  into  the  machine  and 
printed  at  the  bottom  of  the  form  as  illustrated. 

The  Ridenour-Baker  Grocery  Co.  use  a 
I3SKS  machine  with  special  keys  for  "terms", 
this  being  necessary  on  account  of  the  fact 
that  different  terms  are  given  on  different 
items.  This  arrangement  is  also  used  exten- 
sively by  wholesalers  in  other  lines  of  business. 

Special  machines  are  made  to  be  used  for 
fractions,  feet  and  inches,  hours  and  minutes 
or  tons  and  hundredweight. 
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1911 


BAl..  KEND. 


JAN 


OIL 


PLT 


5/1 


MAR 


6  4/1 

0 

6 

8  PLT 
3 

5 

9  NET 
3  5/1 


f 

•    ¥ 

2  5.0  0 

2  5.0  0 

2.0  0 

2.2  5 

3  4.5  6 

1.0  0 

3  4.0  0 

2  3.0  0 

2  3  5  .5  5 

5.5  5 

2  2  5  .7  9 

2.2  5 

7.8  9 

6  7.7  9 

2.5  0 

.5  0 

5.5  0 

6  7.8  9 

2  0  0  .0  0  ■ 
5.5  0  ■ 

1  5  0  .0  0  ■ 
2  2  .0  0  1 

2  0  0  .0  0  - 


1, 1  8  4  .2  8  R 

5  7  7  .5  0  ii 

6  0  6  .7  8  * 


According  to  terms  of  tale  there  is  ' 


past  du 


due  MAR    1    0 


1  4  6 .8  1  ^f 


g  0  4 .9  8  ^/- 


IF  NOT  CORRECT  please  advise  us  at  once 

Yours  respectfully. 


FORMAN,  FORD  &  CO. 
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CHICAGO, 


City  Light  &  Power  Plant, 

Dallas,    Texas 


In  Acc't  with  Tyji 
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THE  Tally  Roll  as  illustrated  above  is  a 
mechanism  devised  to  lend  still  greater 
assistance  in  practical  mechanical  book- 
keeping. The  illustration  shows  the  carnage 
moved  over  out  of  the  printing  position.  This 
was  done  so  that  the  Tally  Roil  Device  could 
be  shown. 

In  statement  work  its  use'is  similar  to  that  of 
the  Burd  Device  or  Summary  Roll  which  we 
have  illustrated  on  page  10.  However,  instead 
of  moving  the  carriage  to  the  printing  position 
for  the  roll  as  on  the  Burd  Device,  the  Tally 
Roll  moves  automatically  in  front  of  the  state- 
ment ;  the  paper  on  the  roll  being  carbonized 
on  one  side,  allows  the  transfer  total  to  be 
printed  on  the  roll  and  statement  at  the  same 
time.  When  all  the  statements  have  been  run 
off,  the  total  of  each  statement  and  the  grand 
total  of  all  will  have  been  printed  on  the  Tally 
Roll. 

Its  use  is  unlimited  where  proofs  of  records 
are  desired  as  it  means  absolutely  no  additional 
work  on  the  part  of  the  operator. 

In  loose  leaf  bookkeeping,  sales  can  be 
posted  with  the  machine  and  the  total  shown 
on  the  Tally  Roll  strip  will  be  found  to  agree 
with  the  total  of  the  previous  day's  sales, 
providing  the  posting  has  been  correctly  done. 
In  the  case  of  credit  postings  from  the  cash 
sheet  the  total  of  the  Tally  Roll  will  rgree 
with  the  total  receipts. 

With  a  Burroughs,  single  line  postings  (date 
and  amount)  can  be  made  at  the  rale  of  ten 
a  minute,  this  includes  locating  the  account, 
placing  the  sheet  in  the  machine,  printing  and 
withdrawing  it. 

Seventeen  Column 
Split    Machine 

THE  Sunbeam  Incandescent  Lamp 
Company's  statement  shows  one  of  the 
many  possible  uses  of  the  Variable  Split 
Statement  Machine.  The  month,  day,  quan- 
tity and  amount  are  printed  in  one  operation. 
On  some  of  their  statements  the  machine  is 
split  to  print  order  numbers  and  amounts, 
which  they  are  often  asked  to  do.  All  of  theit 
customers  buy  large  amounts  to  be  delivered  in 
small  quantities  and  pay  as  they  are  checked 
up  which  leaves  a  good  many  scattered  open 
items  on  each  account,  these  they  list  on  a  loose 
leaf  with  their  machine,  giving  the  date  and 
amount,  and  as  the  items  are  paid  the  amounts 
are  checked  off  with  a  dater  stamp.  With 
this  record  they  can  tell  at  a  glance  what 
items  of  an  account  are  not  paid  without  having 
details  in  the  ledger. 
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If  not  delivered  in  three  days,  please  return  to 

TREASURER 

TENNESSEE  COAL  IRON  AND  RAILROAD  COMPANY 

p.   O.   BOX    897 

BIRMINGHAM,   ALABAMA 


STATEMENT 


Birmingham,  Ala,,         May   1,       191    1 

e  Coal,  Iron  &  Railroad  Company 

thern  Malleable   Iron  &  Mfg,    C o. , 


St,    Louis, 


Special   Forms 

THIS  illustrates  the  use  thai  is 
being  made  of  a  1 7  column  vari- 
able split  SKS  Duplex  machine 
equipped  with  a  shuttle  carriage,  and 
fitted  with  the  Summary  Roll  (  Burd 
device). 

The  Tennessee  Coal,  Iron  and 
Railroad  Company  are  using  one  of 
these  machines  in  a  way  that  cuts 
down  the  help  employed  heretofore, 
by  at  least  two-thirds.  In  one  oper- 
ation the  month,  day,  and  car 
number  are  printed  without  adding; 
the  carriage  then  shuttles  to  the  second 
position  and  the  amount  is  printed ; 
after  which  the  carriage  shuttles  to  the 
first  position  for  the  second  item.  A 
transfer  total  is  taken  of  the  different 
divisions  of  the  debits  and  a  grand 
total  is  taken  with  the  sub -total  key 
depressed,  which  allows  the  total 
debits  to  remain  in  the  lower  counter 
of  the  machine.  Total  credits  are 
added  in  the  upper  counter  and  the 
complement  of  same  is  set  into  and 
accumulated  in  the  lower  counter  and 
by  pulling  the  lever  the  balance  is 
printed  from  the  lower  counter. . 

Outlook  Envelope 

AMONG  the  labor-saving  inven- 
tions for  the  office  is  the  out- 
look or  transo  envelope.  These 
when  used  in  connection  with  the 
making  ol  monthly  statements  on  our 
SKS  machines  save  all  the  addressing 
of  envelopes. 

The  Tennessee  Coal,  Iron  and 
Railroad  Company  are  one  of  the 
thousands  of  concerns  in  this  country 
that  have  found  it  economical  to  em- 
ploy outlook  envelopes  for  the  sending 
out  of  statements.  Some  concerns  prefer 
using  government  envelopes  to  save  the 
labor  of  affixing  stamps;  in  these  cases 
we  suggest  the  use  of  carbon  paper 
when  addressing  statements,  as  explain- 
ed on  page  5  of  this  folder. 


Missouri. 


DR 
MAR 


APR 


1 
8 

1  8 

2  4 

3  1 


8 

1  4 

2  5 
2  6 
2  8 
2  9 


CR 
MAR 

APR 


1  9 

2  5 
1  2 

1  7 

2  6 
2  9 


BAL 


Car  No. 


1  2  7  .8  9 
1  8  .3  2 

1  4  7  .4  5 

7  4.7  6 

1,  2  1  3  .5  8 


BAL 


■«■ 


Amt. 

3  4  5  .6  7 

1  2  5  .4  3 

2  3  6  ,7  6 

4  3  5  .3  4 
4  3  4  .5  0 
2  2  5.5  0 


1,  8  0  3  .2  0  T 


1  3.7  6 

1  3  5  .4  0 

3  5  3  .2  3 

2  2  0  .0  0 

2  0  0  .5  5 

3  0  2  .1  2 

1,  2  5  1 .4  6 

7  5.6  0 

1  4  7  .8  9 

2  5.7  5 

1  5.2  5 

4  8  0  .3  8 

2  3  4  .5  6 
1  2  5  .6  7 

3  2  3  .0  0 
1  0  0  .0  0 

9  8.0  0 
1  2  1  .0  0 

1,  2  3  9  .2  5  T 
3,  0  4  2  .4  5  s 

1,  0  0  2  .2  3 

2,  0  4  0  .2  2 
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Accounts  Payable 

Brown  &  Zortman    Machinery  Co. 

2533  to  2545  Liberty  Avenue 


191. 


Pittsburg,  Pa. 


DR 
MAR 


1  5 

1  8 

2  1 
2  3 
2  5 
2  7 
2  8 


5  0  0  .0  0 

9  5  0  .0  0 

7.7  5 

8.5  0 

2  0  0  .0  0 

7.0  0 

3.5  0 

4.7  5 

4.5  0 

9.7  5 

8.2  5 

1  6  8  .0  0 

8  9.9  0 

2  4  7  .2  5 


2,  2  0  9  .1  5 


Approved 


Received,- 


in  full  for  the  above  account. 


'Pq        Mr.    John  Smith, 


Dr. 


Pittsburg,    Pa. 


NOTE  —  Please  date  and  sign  this  Voucher,  and  return 
without  delay  to  above  address.    DO  NOT  FOLD. 


FOR  INVOICES  ATTACHED 


CR 

MAR        9 

1   3 

1   8 
3   1 


A    Manufacturer's    Voucher 

THE  use  of  the  statement  machine  is  not  confined  to  monthly  statements  only,  but 
is  also  used  extensively  in  various  kinds  of  records  and  statements.     The  Brown  & 
Zortman  Machinery  Co,  of  Pittsburg,  Pa.,  uses  our  No.  1  1  SKS  Machine  to  good 
advantage  in  making  out  their  statement  vouchers. 

The  form  illustrated  shows  the  charges  and  credits  listed  and  added.  The  total 
credits  is  substracted  from  the  total  debits  with  the  machine  and  printed  with  the  sub- 
total key  depressed,  thus  allowing  the  total  to  be  printed  again  m  the  upper  right  hand 
comer  on  the  other  side  of  the  voucher.  The  distribution  is  then  proven  by  comparing 
the  total  with  the  amount  brought  forward  and  printed  on  the  top  of  the  form. 

You  will  note  also  that  the  voucher  number  is  printed  with  the  eliminating  key 
depressed. 


4.5  0 

2  4.5  0 

4  5  0  .0  0 

3  0  0  .0  0 

•       3.3  7 

7  8  2.3  7 

BAL 


1,  4  2  6  .7  8  s 


M^.    1  4  .6  7  -/^  I    1,  4  2  6  .7  8 

Accounts  Payable 

Brown  &  Zortman  Machinery  Co. 


R.^or       John  Smith, 

Pittsburg, 

Pa. 

Fnr 

R....,..H        February 

191    !• 

DISTRIBUTION  OF  ACCOUNTS 


Office  Expense 

- 

- 

Advertising 

3 

.0  0 

Shop  Expense 

Direct  Purchases 

1,3  1  3 

.5  8 

Salesman's  Salaries 

5  0 

.0  0 

TravelinK  Expense 

5  5 

.8  5 

Miscellaneous  Expense     - 

4 

.3  5 

"" 

! 

Total 

. 

1,4  2  6 

.7  8  -"- 

PaiH 

191 

r.U    TSTn 

on 

Bank 
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Burroughs   System   Service 

How  It  Can  Benefit  You 

^  Somewhere  there  is  a  concern  in  your  own  line  which  had  devised  an  excellent  way 
of  handling  some  detail  peculiar  to  your  business,  a  short  cut  which  will  save  you  time 
and  money,  a  safeguard  to  insure  accuracy  in  handling  your  accounts,  and  in  all  probabil- 
ity we  have  just  this  thing  in  our  files  awaiting  your  inquiry. 

^  Our  System  Service  Department  is  maintained  for  the  purpose  of  exchanging  accounting 
information  and  ideas  of  office  routine  short  cuts  among  bookkeepers,  accountants  and  office 
managers  of  the  country.  Our  service  in  no  way  takes  the  place  of  the  work  of  expert 
accountants,  auditors  or  systematizers.  This  department  merely  acts  as  a  clearing  house 
of  ideas.  We  publish  booklets  and  folders  which  illustrate  and  describe  the  most  import- 
ant uses  of  our  different  style  machines  in  all  lines  of  business.  These  will  be  sent  out 
free  of  charge  post  paid  to  anyone  interested. 

^  We  offer  without  charge  the  experience  and  methods  of  others  who  have  adopted 
mechanical  accounting.  It  is  our  work  to  get  you  to  realize  the  simple  fact  that  any  man 
who  handles  figures  is  wasting  precious  time,  losing  money  and  energy  handling  them  in 
the  old  way. 

^  Whether  or  not  you  have  an  adding  machine  we  know  we  can  help  you  to  work  out 
methods  to  reduce  your  office  expense  and  at  the  same  time  produce  neater  and  absolutely 
accurate  records.  This  assumption  is  reasonable,  inasmuch  as  we  have  in  our  files  a 
wealth  of  ideas  from  concerns  in  practically  every  line  of  business.  These  ideas  which 
are  given  to  us  m  the  shape  of  letters  and  forms  are  on  file  in  our  office  and  are  elaborately 
indexed,  making  it  possible  for  us  to  give  all  inquiries  prompt  attention.  Any  informa- 
tion we  have  is  yours  for  the  asking.  We  will  send  you  forms  illustrating  the  actual  work 
done  by  others  m  your  line,  and  if  you  desire,  we  will  arrange  to  have  a  representative 
call  on  you  to  study  your  office  problems  with  you  and  to  offer  suggestions. 

The  Way  to  Test  Its  Efficiency 

Q  An  examination  of  one  of  our  latest  style  machines  in  con-  fl  Machines  are  available  in  seventy-five  branch  offices,  and 

nection  with  your  work  is  the  most  satisfactory  way  for  you  at  your  request  one  will  be  deHvered  to  you,  express  paid 

to  find  out  how  much  or  how  little  il  will  free  you  or  your  and  without  obligation  on  your  part  to  purchase  or  liability 

office  assistants  from  the  drudgery  of  office  calculations,  and  for    damage   in    any    way.     Should   you,   after    thoroughly 

whether  or  not  il  will  afford  more  time  for  the  handling  of  investigating   the   possibilities   of  the   machine  in  your  office 

affairs  of  greater  magnitude  and  for  preparing  (or  the  more  work,  decide  that  the  saving  of  time  is  not  sufficient  to  warrant 

extensive  growth  of  your  busmess.     If  your  work  necessitates  its  purchase  at  the  present  time,  we  will  arrange  to  have  the 

forms  which  you  find  can  not  be  used  to  good  advantage  on  machine  returned  to  our  branch  office  at  our  expense  and  you 

one  of  our  regular  machmes,  we  would  indeed  consider  it  a  will  be  under  no  obligation  to  us  for  the  use  of  it.     In  fact 

courtesy  to  allow  us  the  privilege  of  investigating  the  condition  we  are  glad  to  have  an  opportunity  of    showing    concerns 

with  a  view  of  making  changes  on  our  present  machine  to  fit  interested  what  our  machines  will  do,  and  if  again  at  a  later 

your  work.     It  has  been  the  problems  presented  to  us  from  time  when  there  is  a  rush  of  work  in  your  office  and  you  are 

time  to  time    by  our  present  users  that  has  enabled  us  to  in  need  of  a  machine  we  will  have  one  submitted  to  you  for 

develop  machines  for  all  classes  of  work,  resulting  in  the  pres-  your  use,   and   possibly  with  the  knowledge  gained   by    its 

ent  Burroughs  long  line  of  many  different  styles  and  models.  previous  use  you  may  then  find  need  of  it  in  your  business. 

Issued  by  the 

Department  of  System  Service 

Burroughs  Addmg  Machine  Company 

Detroit,  Michigan 

U.  S.  A. 
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Issued     by     the     Department     of     System     Service 
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The  Statement  Machine 


(        UNIVEHSITY 

in  Bi 


WHILE  A  TIME  AND  LABOR  SAVER  FOR  EVERY  BANK,  BOTH  LARGE  AND  SMALL, 
IT  IS  OF  SPECIAL  VALUE  TO  THOSE  HANDLING  SEVERAL  HUNDRED  ACCOUNTS 

BY  A.  H.  CooLEY,  Teller  Security  Company,  Hartford 
Illustrations  from  forms  and  samples  of  work  in  actual  use. 


EVERY  bank  man  realizes  that  the  pass-book  is 
the  bane  of  the  bookkeeper's  department.  De- 
positors cannot  be  made  to  leave  their  books  for  bal- 
ancing at  regular  intervals,  which  consequently  clogs 
the  check  files,  and  eventually  brings  in  a  deluge  of 
books  on  the  first  day  of  the  month,  particularly  if 
it  be  a  "quarter  day." 

The  solution  of  the  problem  is  the  statement  system 
that  is  coming  into  general  use,  and  which  does  away 
entirely  with  the  balancing  of  pass-books,  giving  the 
depositors  instead  a  statement  of  account  on  designated 
dates. 

While  a  time  and  labor  saver  for  every  bank,  both 
large  and  small,  it  is  of  special  value  to  Institutions 
handling  several  hundred  accounts,  or  upwards.  Con- 
stituting a  separate  department  by  itself,  and  having 
no  connection  with  the  bookkeeping  department,  it 
adds  greatly  to  the  efficiency  of  the  bookkeepers  by 
allowing  them  to  give  their  entire  time  to  the  entering 
of  deposits  and  checks,  and  the  work  pertaining  thereto, 
thus  giving  increased  capacity  in  the  number  of 
accounts  each  man  may  handle. 

The  form  of  statement  is  simple,  as  will  be  seen 
by  the  illustration ;  simple  to  write  up,  and  simple  for 
the  depositor  to  comprehend.  But  its  value  lies  in  the 
methodical  manner  in  which  it  works  out.  With  the 
old  pass-book  system,  there  is  no  certainty  as  to  the 
number  that  will  come  in  on  a  given  day.  There 
may  be  a  dozen  today  and  a  hundred  tomorrow.  In 
that  way,  the  clerical  force  is  not  working  evenly. 
Today  some  are  working  at  low  capacity  on  what 
may  be  a  slight  day  in  point  of  the  incoming  deposits 
and  checks.     Tomorrow  the  hundred  pass  books  may 


come  In  on  top  of  a  big  day's  work.  They  always 
come  in  quantities  on  the  first  day  of  the  month,  when 
every  man  is  working  up  to  the  full  limit  of  his 
capacity  on  other  things. 

But  under  the  "system,"  being  In  a  department  that 
has  no  other  demands  on  It,  the  work  is  planned  con- 
sistently ;  the  main  idea  being  to  distribute  the  making 
of  statements  along  through  the  month,  having 
approximately  the  same  number  to  do  each  day.  To 
be  sure,  the  first  day  of  the  month  always  brings  more 
to  do  than  any  other  day,  but  excepting  large  busi- 
ness concerns,  most  people  do  not  care  what  day  they 
receive  their  statements,  so  they  generally  may  be 
assigned  as  the  statement  clerk  desires.  In  instituting 
the  system,  however,  in  order  to  get  the  thing  on  a 
proper  working  basis,  the  depositors  are  consulted,  and 
unless  a  preference  is  expressed,  each  one  is  notified 
that  he  will  receive  his  statement  monthly,  bi-monthly 
or  quarterly,  on  a  certain  day  of  the  month. 

Many  accounts  have  so  few  transactions,  that  it  Is 
not  necessary  to  render  a  balance  each  month,  a  quar- 
terly balance  being  sufficient.  But  the  depositor  for- 
gets to  bring  in  his  book  at  the  end  of  the  quarter, 
so  oftentimes  it  runs  for  a  much  longer  period,  which 
is  all  wrong,  because,  for  reasons  of  safety  alone,  no 
account  should  be  allowed  to  go  more  than  three 
months  without  being  written   up. 

And  right  here  is  where  the  "system"  gets  in  its 
work.  It  does  the  depositor's  thinking  for  him,  at 
least  so  far  as  the  date  of  his  statement  Is  concerned. 

A  filing  cabinet  is  kept  with  the  cards  arranged 
chronologically,  a  space  for  each  working  day  of  the 
year.     When  a  statement  is  made  up,  a  new  sheet  is 


■ 


headed  off,  with  the  balance  to  the  credit  of  the  account  at 
the  top  of  the  credit  columns,  and  the  date  when  the  next 
statement  is  to  be  rendered  is  stamped  in  the  small  space  in 
the  upper  right-hand  corner.  At  the  close  of  the  day,  all 
of  the  newly  headed  oS  blanks  are  placed  in  the  file  under 
their  respective  dates,  today's  division  card  being  taken  out 
and  placed  in  the  back  of  the  file,  thus  keeping  the  cards  in 
rotation,  so  that  when  the  next  day's  work  is  begun,  the 
blanks  for  that  day  are  at  the  front,  all  headed  off,  and  with 
the  balance  to  start  with  already  printed  at  the  head  of  the 
credit  column. 

In  using  this  system,  it  is  essential  that  the  checks  and 
deposit  tickets  be  filed  together,  then  when  the  time  comes 
for  drawing  off  a  statement,  the  necessary  material  is  right 
there  for  use. 

The  sheet  is  placed  in  the  machine,  the  balance  shown  at 
the  top  of  the  credit  side  is  printed  in,  then  the  deposits  are 
listed,  the  Burroughs  Adding  IVIachine  which  prints  in  the 
dates  being  used.  The  total  of  the  credit  side  is  then  struck. 
The  checks  are  then  listed  in  their  proper  column  and  a 
sub-total  printed.  The  carriage  is  moved  over  so  that  the 
total  of  the  debits  can  be  printed  directly  under  the  total 
credits  and  the  subtraction  made;  the  result  being  the  bal- 
ance to  the  credit  of  that  account.  This  is  also  printed  as 
a  sub-total,  after  which  the  sheet  is  removed  and  a  new  one 
placed  in  the  machine.  The  amount  carried  in  the  machine 
is  then  reprinted  in  at  the  top  of  the  credit  side,  showing  the 
balance  with  which  the  statement  will  be  started  off  next 
time.  The  date  when  that  statement  is  to  be  rendered  is 
derived  from  the  dates  at  the  top  and  bottom  of  the  com- 
pleted statements,  which  shows  the  intervals  at  which  the 
account  is  to  be  balanced. 

The  statement  clerk  then  goes  to  the  bookkeeper's  ledger 
and  compares  the  balance  shown  by  the  statement  with  that 
on  the  ledger;  not  asking  the  bookkeeper  for  the  amount, 
but  looking  it  up  for  himself,  and  this  is  one  of  the  strong 


arguments  for  the  system.  It  is  an  absolute  check  on  the 
accuracy  of  the  bookkeeper,  as  he  has  nothing  whatever  to 
do  with  the  handling  of  the  statement,  does  not  know  which 
account  the  statement  clerk  is  comparing,  and  need  never 
know  at  what  intervals  any  of  the  accounts  are  to  be  bal- 
anced. 

Therefore,  purchase  a  Burroughs  and  do  away  with  the 
clumsy  practice  of  handling  pass-books  (except  ;,t  the  teller's 
window),  with  the  slow  process  of  adding  up  credits,  filling 
in  total  of  checks,  balance,  and  total  footings,  besides  ruling 
off  in  ink. 

Increase  the  capacity  of  your  bookkeepers. 

Please  your  depositors  by  sending  out  neat,  readable  state- 
ments periodically  on  exact  dates. 

And  above  all,  use  it  as  a  check  on  your  bookkeepers. 
Inaccurate  entries  cannot  be  made  without  their  coming  to 
light  very  soon.     It  is  good  insurance  and  a  faithful  detective. 
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The  Burroughs  Statement 
Machine 

The  keyboard  illustrated  above  is  that  of 
the  No.  II  SKS  Model  Burroughs,  especially 
constructed  for  preparing  statements  of  cus- 
tomers'   accounts. 

The  left  section  is  arranged  with  a  separ- 
ate key  for  printing  each  month,  deposit 
check  and  Bal. ;  also  keys  for  the  date.  The 
right  section  has  eight  columns  of  keys  for 
amounts  up  to  a  total  of  999,999.99.  This 
same  style  of  machine  is  made  in  different 
sizes  with  9,  11,  13,  15  and  17  columns  of 
keys.  Printing  carriages  are  built  which 
make  it  possible  to  use  statements  of  different 
widths.     Buih  with  electric  drive  if  desired. 

May  have  split  and  normal  device  for 
dividing  keyboard  into  i^vo  or  more  sections, 
for  adding  and  listing  two  or  more  sets  of 
figures  at  one  operation.  Can  also  be 
equipped  with  shuttle  or  cross  tabuKiting  car- 
riages for  automatically  listing  and  adding 
across  a  sheet  or  form  in  two  or  more  col- 
umns. May  be  built  with  two  sets  of  total 
wheels,  to  accumulate  two  separate  totals  at 
the  same  time.  Will  print  one  or  more  car- 
bon copies  as  desired.  May  have  special 
keys  and  specially  arranged  keyboard.  It 
can   be  used  for  any  bank  figure  work. 


i  a  e  e    two 


In  account  Wit 


H  SECURITY  COMPANY,  hartfobd, 


Conn. 


PLEASE    EXAMINE    AT    ONCE.      IF    NO    ERROR    IS    REPORTED    WITHIN    10    DAYS,    THE    ACCOUNT    WILL    BE    CONSIDERED    CORRECT. 

VOUCHERS    LISTED    BELOW    RETURNED    HEREWITH. 


DEPOSITS 


4 


3 


3  5 

.0  0 

5  0 

.0  0 

5 

.0  0 

1  2 

.0  0 

4 

.0  0 

1 

.0  0 

2  4 

.0  0 

3  5 

.0  0 

5  0 

.0  0 

4  5 

.0  0 

5 

.0  0 

5  0 

.0  0 

5 

.0  0 

3  5 

.0  0 

4  0 

.0  0 

4 

.0  0 

2  5 

.0  0 

7  5 

.0  0 

3  5 

.0  0 

2  0 

.0  0 

5 

.0  0 

3 

.0  0 

2  3 

.0  0 

5 

.0  0 

3  5 

.0  0 

3  5 

.0  0 

0  4 

.0  0 

5  0 

.6  0 

4  5 

.0  0 

5  0 

.6  0 

4  5 

.6  0 

4  0 

.5  0 

5 

.0  0 

2  5 

.0  0 

3  5 

.0  0 

4  0 

.0  0 

5 

.0  0 

4  5 

.0  0 

2 

.5  0 

5 

.0  0 

7  .5  0 


1,  7  6  7  .3  0  s 


1,  7  6  7  .3  0  s 

3  5  .0  0 
7  5  .0  0 
5  0  .0  0 
7  2  .7  0 

2,  0  0  0  .0  0  s 


SECURITY   COMPANY, 

HARTFORD,  CONN. 


CHA*  EOW  Miion.oi 


CNAS  tOW^moN.JIlAiBt.tnu 

Hartford.  Conn..  Aug.  2,  1911 


Mr.  C.  F.  Staubach,  Sales  Ugr.. 

Burroughs  Adding  Uachine  Company, 

Hartford,  Conn. 

Dear  Sir:- 

Thanks  to  the  adding  machine,  we  have  so 
arranged  the  details  of  our  system  for  rendering 
statements  to  our  depositors,  that  our  old 
"Pass-Book  Protlem"  has  entirely  disappeared. 

The  balancing  of  pass-books  always  resulted 
in  periods  of  extreme  stress,  with  their  baneful 
results,  alternating  with  days  when  our  clerks 
were  insufficiently  supplied  with  work.   The 
statement  idea,  if  properly  carried  out.  oper- 
ates to  correct  such  a  tendency  to  a  great 
extent . 

Before  adopting  our  present  system,  we 
decided  that  some  of  our  depositors  would  in- 
evitably object  to  anything  new.   Only  a  few- 
poasibly  one  per  cent-filed  any  sort  of 
objection,  and  we  decided  to  let  this  one  per 
cent  have  its  "own  sweet  way" .   The  "non- 
conforming" depositors  are  so  few  in  number 
that  we  are  not  at  all  troubled  by  them,  and 
having  had  their  way  without  opposition,  are  in 
no  danger  of  leaving  us. 

Many  of  the  remaining  99  O/O  have  expressed 
their  satis  fact  ion  with  the  statements  rendered, 
and  from  the  view  point  of  both  bank  and  de- 
positor, the  statement  is  much  preferable  to 
the  balanced  pass-book. 


Yours  very  truly. 


SECURITY  COMPANY 


P.  JR./S. 


Aos't    Treas. 


Balance 

JLY        1 

3 
4 
6 

7 

8 

1  0 

1  3 

2  0 

2  5 

3  1 


Total  Credits 
Total  Debits 

Balance 


5 
2 
5 
1 
7 
6 
2 
1 

1,0 
4 
2 


0  .0  0 

0  .0  0 

0  .0  0 

5  .0  0 

0  .0  0 

4  .0  0 

5  .0  0 
3  .5  3 
5  .7  5 
0  .7  5 
0  .0  0 
5  .7  5 


5,  0  0  9  .7  8 
2,  0  0  0  .0  0 


3,  0  0  9  .7 


Statement  made  upon  the  Burroughs  Visible  Pike  Model  No.  10. 
0  a  s  e    three 


IN   A 

ccouNT  With    STATE     BANK,    Hartford,  Conn. 

■^-  -----        -^  -    -'-^    ^-■■--  ' 

_  VOUCHERS. 

DATE 

CREDITS 

Balance            ' 

<t. 

't^ 

6, 1  6  4  .9  7  s 

Last  Statement 

1  1,  0  3  3  .0  2 

3  4  0  .4  3 

3  3  4  .4  2 

MAY      2 

2  0  4  .4  3 

5  6  6  .6  4 

5  0  .7  0 

4  1 

3  0  0  .0  5 

4  5  4  .0  3 

2  0.4  3 

6 

4  0  0 

.6  6 

2  2  3.1  1 

5  5  0  .7  7 

8 

5  0  0 

.7  7 

4  0.6  6 

1  0  0 .3  3 

1   2 

2  0  0 

.4  4 

1  0.3  3 

3  3.5  5 

1   4 

5  0  0 

.6  6 

4  0.6  6 

5.0  0 

1   6 

5  5  0 

.7  7 

1  0.3  3 

5  0.7  7 

1   8 

5  0  0 

.7  7 

6  0.7  7 

2.0  0 

2   1 

2  2  0 

.4  4 

2  0.4  4 

5  0.6  6 

2  3 

3  0  0 

.5  5 

4  0.6  6 

2  1  2  .7  0 

2  6 

4  0  0 

.6  6 

6  0  .8  7   . 

JUN     2 

2  0  0 

.4  3 

2  0.3  3 

7,  5  7  6  .3  0  - 

5 

4  4  0 

.6  6 

4  0.6  6 

7 
9 

5  5  0 
5  5  0 

.7  6 
.7  7 

2.0  3 

tma^ 

4  5.6  6 
6.0  7 

fc  '^^B^W   -TlB                                                                          CA^ITXl.  STOCK    »»00,000 

1   2 
1   5 

3  3  0 

4  0  0 

.5  5 
.6  6 

2  0.4  3 

4  0.5  5 

1  7 

2  1 

4  0  0 
6  0  0 

.6  6 
.7  7 

1  0.3  3 

SS^^^JI^J                                            Hartford.  Conn. 

2  4 

3  0  4 

.4  0 

1  0  0  .0  0 

July   15,    1911 

2  7 

.        6  00 

.7  7 

3  0  5  .0  4 
4  0.6  6 

Mr.    C.    P.    Staubach,    Sales   Mgr.  , 
Burroughs   Adding  Machine   Co.  , 
Hartford,    Conn. 

2,  0  0  4  .4  0 

Dear   Sir:- 

3  0.5  5 
5  0.6  6 
2  0 .4  3 
4  0  0  .6  6 
2  0.3  3 
5  0.7  7 

We   are    in   receipt    of  your   inquiry   of   the 
13th   inst.    regarding   our   statement    system.    In 
reply  would   say   that    when  we   decided   to    inaug- 
urate  it   we    sent   notices    to    about    forty    (40)    of 
our  most   active   accounts,    that    on   a   certain   date 
we   should   discontinue  balancing   their  pass   books 
and  would   furnish   them  a   statement    of   their 
account    on   the   let    of   each  month  thereafter.    We 
are   very  much  pleased  with   the   system,    as    it 
saves   a   great    amount    of   time   to   both   our   depos- 
itors  and   ourselves. 

2  0.4  3 
6  0  0  .7  7 

3  5.6  0 
3  0.5  5 
5  0.0  6 

We   are   adding   to    our   statement    list    every 
day,    and   thus    far   the   percentage   of   the   depos- 
itors  who   have    insisted   on   the    old  method   of 
balancing   the   pass   book    is   very   small. 

Trusting   this    is    the    information   desired, 
we   are , 

Very   truly  yours , 

2  2  0  .4  4 
5  0.7  6 

^^^^ 

6.6  6 

3  0.5  5 

4  0.6  6 

OAL/KMN                                                             Asst.    Caahler. 

Total  Credits 

1  9,  4  9  3  |6  5  s 

6, 1  6  4  .9  7  s    , 

nUFrkS  IS  PFR  IIST 

Total  Debits 

7,  5  7  6  !3  0  -/f 

Balance 

1  1,  9  1  7 

3  5  - 

Statement  made  upon  the  BurrouiJhs  No.  11  S.K.S.  Model. 
page   f  o u r 


IN   ACCOUNT  WITH 

THE  HARTFORD  TRUST  COMPANY,  Hartford,  conn. 

PLEASE    EXAMINE    AT   ONCE.      IF    NO    ERROR    IS    REPORTED    WITHIN    10    DAYS, 

THE    ACCOUNT   WILL   BE   CONSIDERED    CORRECT.                                        | 

Vouchers  Rcturnco 

CHECKS 

CHECKS 

CHECKS 

DATE 

DEPOSITS 

1 

4  0  5  .5  2 

Balance 

1  3,  3  0  5  .5  4 

2 

2  0.4  3 

APR     2 

2  0  0  .4  4 

3 

6  5.0  3 

4 

4,  4  0  5  .5  0 

4 

3  3.0  1 

6 

4  0  0  .6  0 

5 

7  7.0  5 

8 

5  0  0  .7  7 

6 

3  3  3  .0  1 

1   2 

2  0  0  .4  3 

7 

6  0  6  .0  4 

1   4 

5  0  6  .6  0 

8 

3,  3  3  0  .1  1 

1   6 

5  0  0  .7  6 

9 

6  6.6  3 

1  8 

5  0  0  .7  6 

10 

2  0.2  0 

2  0 

3  0  5  .5  0 

11 

6.6  0 

2  4 

2  0  4  .5  0 

12 

4  4.4  2 

2  6 

5  0  0  .6  6 

13 

8.0  4 

2  8 

5  0  0  .6  0 

14 

4  0.0  2 

MAY     2 

2  0  0  .4  4 

15 

8.8  5 

4  0  0  .6  0 

16 

4  4.0  2 

j|nMH|^^^k                                             Hi^^l 

7 

4  0  6  .6  0 

17 

8.8  6 

^^^Hh      The  Harilbrd  ttuhi  Componr 

1   2 

1  0  0.3  3    ■ 

18 

5.4  2 

^^^^^^^^^^^m                                       oij>RRT  TKL'm  coMnun  iM  ftMmcnit-r 

1   5- 

4  0  6  .5  0 

19 

9.9  7 

^^Um^        -««-.t«. ^'              ILAnTFonu.CONNKcnc:i-r 

1   7 

5  0  0  .7  7 

2Q 

5.5  0 

July  14.    1911 

1   9 

5,  0  0  7  .0  0 

21 

5.5  0 

Mr.    C.    P.    Stautach.   Sales   kgr.  , 
Burroughs  Adding  Machine   Company, 

2   1 

3,  3  0  5  .5  0 

22 

8.9  7 

Hartford,    Conn. 

2  4 

4  0  0  .5  0 

28 

9  4.4  2 

Dear  Sir: - 

In   response   to   your   favor   of 

2  6 

-     4  0  6  .6  0 

24 

9.9  6 

the    13th   Inst,    regarding   the    state- 
ment   system  which  we  have    In    force 

25 

5.5  2 

for  a  portion  of  our  accounts,    we 

26 

9.9  7 

wish   to    say: 

1.    When   the    system  was   adopted. 

27 

5  5.5  3 

we   notified   our  depositors    that    the 
change   would  be  made   beginning   at 

28 

9.9  6 

a  certain  time. 

29 

5  5.0  0 

2.    Practically  all    the   depos- 
itors welcomed   the    change  with   favor. 

30 

only   a  very   few   insisting   on   the    old 

method   of  balancing   the   pass   books. 

31 

5,  3  9  3  .5  6  s 

We  believe    the    statement    system 
has   worked   out   very   favorably,    both 

32 

for   our   depositors   and   ourselves ; 
and   it    certainly  keeps    the   number   of 

33 

checks    in   our   files   well    reduced. 

34 

Trusting   that    this   answers   your 
request,    we   remain. 

35 

Yours    truly. 

36 
37 

-U^^^^ 'f^^C.^C-.C^^ 

38 

HHP/W.                                                  Secretary. 

39 

40 
41 

42 
43 
44 
45 
46 
47 

Total  Credits 

3  3, 1  6  7  .5  0  * 

Total  Debits 

5,  3  9  3  .5  6  s 

Balance 

2  7,  7  7  3  .9  4 

Statement  made  upon  the  Burroughs  Electric  No.  17  S.K.S.  Transit  Model. 
page   five 


A  Prompt  report  on  tKis  Statement  of  Account  is  Requested.     Please  State  Differences.     If  not  advised  to  tiie  Contrary  within  Ten  Days  after  receipt,  we  will  Understand  that  you 

Acknowledge  this  Statement  to  be  correct 


IN    ACCOUNT    WITH 

THE  AMERICAN    NATIONAL   BANK,   Hartford,  conn. 


-191- 


VOUCHERS 


DATE 


DEPOSITS 


3, 


3  4  5 

.0  0 

3  5 

.0  0 

6  7 

.0  0 

4  6 

.0  0 

7  5 

.0  0 

4  6 

.0  0 

5  0 

.0  0 

3  5 

.0  0 

2  5 

.0  0 

5  0  6 

.0  0 

4  5 

.0  0 

3  4 

.5  0 

4  5 

.6  0 

4  0  5 

.6  0 

0  5  6 

.0  0 

6 

.6  0 

4  0  5 

.0  0 

3  4  5 

.0  0 

3  0  5 

.5  0 

4  6 

.0  0 

4  0 

.5  6 

3  4 

.0  0 

4  5 

.5  6 

9,  0  4  4  .9  2  S 


THE  AMERICAN    NATIONAL  BANK 

OF   HARTFORD.  CONN. 

CAPiTAi.    ceooooo. 

July    14,    1911 

Ur.  C.  P.  Stautach,  Sales  Mgr. 

Burrouglis  Adding  Machine  Company 

Hartford ,  Conn. 

Dear  Sir:- 

Answering  your  inquiry  of  the  13th.  inst. 
regarding  our  use  of  the  statement  machine 
recently  purchased  of  you,  would  say  that 
when  we  decided  to  change  from  balancing  our 
customers'  pass  books  to  the  statement  form, 
we  had  a  rubber  stamp  made  and  used  same  upon 
the  balance  page  of  the  books  of  all  our 
larger  dealers  who  had  been  in  the  habit  of 
having  their  books  balanced  at  the  close  of 
each  month,  thus  giving  them  a  month's  notice 
of  the  change  as  follows: 

"Hereafter  this  book  will  not  be 
balanced,  although  deposits  will 
be  entered  as  usual  and  you  will 
receive  statement  of  account  with 
vouchers  on  the  first  day  of  each 
month. " 

We  have  been  using  this  system  for  the 
last  few  months  and  it  has  worked  so  well 
that  we  are  constantly  adding  to  the  number 
of  statements  sent  out,  and  so  far  but  one  of 
our  customers  has  objected  to  this  form  of 
accounting. 

Yours  very  truly, 


Cashier. 


Vouchers  returned  as  per  above  list- 


.2  3  -It 


Balance, 

JUN 


JLY 


Total  Credits, 
Total  Debits, 


1  5 
1  8 
3  0 
1 
4 
6 
1  0 
1  6 
1  8 


2 
2 


2  6 
2  8 


Balance, 


5  5 
3 
5 
2 
3 
3 
2 


7  5 

5  0 

9  0 

2  5 


3 

4 

3 

7 
2  2 
2  2 
2  3 
2  0  0 

2  5  6 
3  5 

3  7  5 


9,  2  7  6 
9  0  4  4 


2  3  1 


.5  0 
.0  0 
.0  0 
.0  0 
.5  0 
.0  0 
.0  0 
.0  0 
.5  0 
.0  0 
.9  0 
.0  0 
.0  0 
.0  0 
.0  0 


.4  0  - 
.9  2  S 


4 


Statement  made  upon  Burroughs  Visible  Pike  Model  No.  10. 
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STATEMENT 


Dale  of  next 
Statement 


Checked  by 


IN 


ACCOUNT  WITH  CITY  BANK  OF  HARTFORD 


Hartford,  conn.,- 


-191. 


VOUCHERS   CANCELED   AND   RETURNED 


DEPOSITS 


4  4.0  2 

2  2  2  .1  1 

5  5  5  .0  4 

2  2.0  1 

5  5.0  4 

3  3.0  1 

6  6  6  .4  0 

3  3  3  .1  0 

6  6.4  4 

3  3  3  .1  0 

6  6.0  4 

3.1  1 

5  5.0  4 

3  3  0  .1  0 

6  0  0  .0  4 

2,  0  0  0  .0  0 

5  4.0  0 

2  0  0  .1  1 

6  6  6  .0  4 

3  3  3  .1  0 

6  6  6  .0  5 

4  4  0  .2  0 

6  6  0  .5  5 

4  4  0  .3  0 

7  7  0  .0  0 

3  3  0  .2  0 

6  6.4  0 

3  3.1  0 

6  6  6  .4  4 

3  3  0  .2  0 

6  6  6  .4  0 

3  3  3  .2  0 

5  0  6  .4  0 

3  3  0  .1  0 

6  6.4  0 

4  3  0  .2  2 

6  6.0  4 

2  3  0  .1  0 

6  6.0  4 

4  0  0  .0  3 

1  4, 1  3  6  .2  2  s 


4, 1  3  6  .2  2 

2,  0  6  5  .3  0 

3  3  0  .2  0 

6  6  0  .0  4 

2,  2  2  0  .1  0 

6  5  0  .0  4 

2,  2  2  0  .1  0 

6  6  0  .4  0 

3,  3  3  0  .2  0 

6  6  0  .5  0 

3,  0  8  2  .4  2 

3  0,  0  1  5  .5  2  - 


The  City  Bank<"  Hartford 

HARTronD.ConN. 


July  15.  1911 
Mr.  C.  P.  Staubach, 
Burroughs  Adding  Machine  Company , 

Hartford,  Conn. 
Dear  Sir : - 

Your  favor  of  July  13th  received,  and  in 
answer  would  say  that  our  depositors  seem  very 
much  pleased  with  the  new  way  of  balancing  their 
accounts.  Statements  are  made  at  regular  inter- 
vals ,  and  in  this  way  accounts  are  not  allowed 
to  run  a  long  time  without  being  balanced  and 
thus  involve  extra  work  for  the  customer  as  well 
as  ourselves.   We  try  to  make  the  date  and  in- 
terval as  convenient  as  possible  for  our  cus- 
tomers.  Our  new  system  enables  us  to  keep  our 
check  files  free  from  accumulation  of  canceled 
checks. 

Previous  to  installing  this  system  we  sent 
to  most  of  our  customers  a  postal  card  notice. 
one  of  which  is  enclosed,  stating  that  on  May 
1st  we  would  start  this  system.  A  further  word 
of  explanation  was  necessary  in  a  few  cases. 

The  other  card  which  we  are  enclosing  is 
to  notify  customers  when  their  statement  is 
ready  for  delivery.   Our  customers  with  but  two 
exceptions  have  taken  kindly  to  this  method,  and 
one  of  these  is  willing  to  try  it  out. 

This  system  of  statement  and  cards  seems 
to  meet  our  case,  though  probably  other  banks 
would  change  them  to  suit  their  business. 

Trusting  that  you  will  call  upon  us  for 
any  further  information  that  you  may  desire .  we 
remain. 

Very  truly  yours. 


^fjVX*.- 


a^C*V--- 


Balance 

APR 


MAY 


2 

5 

7 

9 

2 

4 

6 

8 

1 

2  4 

2  6 

2  8 

2 

4 

6 

8 

1   2 

1  4 

1  7 

2  1 
2  5 
2  8 


.5  9-/^ 


DeposKs 
Checks 

Balance 


2,  3  3  3  .4  4 

2  2  0  .4  4 

4  0  0  .6  6 

4  0  6  .6  6 

5  0  0  .7  7 

2,  2  0  4  .4  0 

4  4  0  .6  6 

5  0  0  .7  7 

5  0  0  .7  6 

1  0  3  .0  0 

3,  3  0  5  .5  0 

4  0  5  .5  0 

4,  4  0  6  .6  0 

2  2  0  .4  4 

3  0  0  .5  5 

4  0  6  .6  0 

4  0  6  .6  6 

1, 1  0  3  .3  3 

4  0  0  .6  5 

4  0  0  .6  6 

2,  2  0  4  .4  0 

3  0  5  .5  0 

5  0  0  .7  7 

3  1,  9  7  8  .7  2  s 
3  0.  0  1  5  .5  2  -/^ 


1,  9  6  3  .2  0  - 


Statement  made  upon  the  Burroughs  Elecrric  No.  II  S.K.S.  Model  equipped  with  item  counter. 

P  a  s  e    seven 


t    It.  TH 

JALUt'S.  AhI  VMliin 

THE  aiY  BAMIS  OF 

HARTFOED 

!                                                               HARTFORD,  CONN, 

191 

-NOT  UK. - 

_ 

On   May    ist.,    UH I 
Syslom    lot    lultiricliiff 
Inlerv  ul«i.  or  .i'-  ofioii  as 
of  your  account  nil<-<l  < 
ilcllwre^l  If  vt»u  wtlli 

.    «.(■    f\fxH_I     Ui    liiNtdll     tin. 
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TLCKER.  Cashier. 

Previous  to  installing  the  statement  system,  the  City  Bank 
of  Hartford  sent  this  postal  card  to  each  customer  as  a  notice 
that  the  statement  system  would  be  started  on  May  1st. 


This  postal  card  is  used  by  the  City  Bank  of  Hartford  to 
notify  customers  that  their  statement  is  ready  for  delivery. 


Burroughs  Visible  Pike  Model 


npHE  machine  and  keyboard  illustrated  is  that  of 
■*■  the  Burroughs  Visible  Pike  Model  No.  10,  arranged 
for  making  monthly  statements. 

The  left  section  of  the  keyboard  is  arranged  with 
separate  keys  for  printing  each  month,  also  keys  for 
dates.  The  right  section  has  seven  columns  of  keysfor 
amounts  up  to  a  total  of  99,999.99.  Totals,  sub-totals 
and  non-added  items  are  printed  in  red.  A  printing 
carriage  12i  inches  in  width  is  on  top  of  machine,  and 
handles  roll  paper  or  sheets  the  same  as  a  typewriter. 
Has  item  counter.  May  have  locked  or  flexible  key- 
board as  desired. 


This  is  a  compactly  built  machine  with  extremely 
low  keyboard  that  can  be  placed  on  a  desk  beside  the 
books.  Many  banks  find  this  model  convenient  to 
place  on  the  counter  in  the  teller's  cage,  as  it  occupies 
little  space. 

The  Pike  Model  has  visible  printing  and  total 
wheels  on  top.  A  split  and  normal  device  below^ 
the  keyboard  permits  of  the  use  of  the  date  keys  for 
amounts  when  statements  are  not  being  made. 
This  then  affords  a  listing  and  adding  capacity  of 
6,999,999.99. 


CITY  BANK  OF  HARTFORD 

HARTFORD,  CONN. 


Pleaie  «x»n)inc  account,  a*  thii  itateiscnl  >riU  be 
conridrred  cotrrct  unlesi  vn  hn  nolifled  to  th«  con- 
tra rj  within  one  month. 

PleMC  notify  ui  of  nnjr  t'craiuicnt  change  of 
nMifu. 


The  Citv  Hank  of  HarH'.rU  iisrs  .i  4  I  2  x  '>  1  J  rn- 
velope  for  enclosing  the  statement  and  cancelr<l  checks. 
This  envelope  is  sealed  by  the  bank,  thus  insuring 
privacy  and  the  statement  reaching  the  proper  person. 
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